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1 ADOPTION 
IDATE 
1 
| 

1 EFFECTIVE 
IDATE 
1 
1 

IRULE 
1 SECTION 
1 
1 

IPAGE 

INUMBER 

1 

I 

IACTION 

1 

1 

1 REMARKS 
1 
1 

95  -01 

I 

1 

1 2-6  95 
1 
1 

1 

1 2-  6-95 
1 

1 

1 

1 Rule  4 

1 

1 

1 

1 

1 All 

1 

1 

1 

1 

1 Amend 

1 

1 

1 

1 

1 Replace  page  4.1 
1 and  4.2 
| 

95  -01 

1 2-6-95 
1 
1 

1 2-6-95 

1 

1 

1 Rule  5 
1 
1 

15.1,5.2 

1 

I 

1 

1 Amend 

1 

1 

1 

1 Replace  page  5.1 
land  5.2 

I 

95-01 

1 

1 

I 

1 

1 12-31-94 

1 

1 

1 Rule  32A 
1 
1 

132.13 

1 

1 

1 

1 Delete 
1 
1 

1 

1 Remove  & discard 
1 page  32.13 

I 

95-01 

1 

1 

1 

1 1-31-95 

1 

1 

1 Rule  11A 
1 
1 

1 11.14 
1 
1 

1 Delete 
1 
1 

1 Remove  & discard 
1 page  11.14 

I 

95  -02 

lAutomatic 

lexpiration 

1 

1 5-  3-95 
1 
1 

1 Rule  1 IB 
1 
1 

1 11.15 

1 

1 

1 Delete 
1 
1 

1 Remove  page  1 1.15 
1 (expired) 

I 

95-02 

lAutomatic 

lexpiration 

1 

1 

1 6-30-95 
1 
1 
1 

1 Rule  11C 
1 
1 
1 

1 11.16 
1 
1 
1 

1 Delete 
1 
1 
1 

1 Remove  page  11.16 
1 (expired) 

! 
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RULE 


‘CHANGE 

1 ADOPTION 

1 EFFECTIVE 

IRULE 

NUMBER 

1 DATE 

1 DATE 
1 

1 SECTION 
1 

94  -01 

1 2-7-94 

1 

1 2-7-94 
1 

1 

1 16- Appendix 
1 

94  -02 

1 5-16-94 

1 5-16-94 
1 

1 Rule  21  (All) 
1 

94  -03 

1 5-16-94 

1 

1 5-16-94 

1 

1 

1 

1 11.02,  11.03 

1 

I 

94  -04 

1 6-20-94 

1 

1 

1 6-20-94 

I 

1 

1 

1 Rule  32A 
| 

94  -05 

1 6-27-94 

1 

1 8-01-94 

1 

1 

1 

I 

1 32.08, 

1 

1 Rule  32 
1 Appendix 
| 

94  -06 

1 9-19-94 

1 9-19-94 
1 

1 Rule  12A 
1 

94  -07 

1 11-21-94 

1 

1 11-21-94 
1 

1 

1 Rule  1 1 
1 

|94  -08 

1 2-6-95 

1 

1 2-6-95 
1 

1 

1 Rule  4 
1 

1 

1 2-6-95 
1 

1 

1 Rule  5 
1 

1 

1 2-  1-95 

1 

I 

1 

1 Rule  11A 
1 
1 

1 

1 

1 9-19-94 
1 

1 

1 

1 Rule  12A 
1 

1 

1 1-  1-95 

1 

I 

1 

1 Rule  32A 
1 

94-09 

1 4-17-95 

1 

1 

1 4-17-95 
1 

1 

1 

1 Rule  5 
1 

1 PAGE 
INUMBER 
1 

IACTION 

1 

1 REMARKS 
1 

1 

1 16.16 
| 

1 

1 Amend 
1 

1 

1 Add  Class  8434 

I 

1 All 

1 

1 

1 

1 Amend 
1 
1 

1 

1 Amended  to 
1 implement  Prop  L 
1 

1 All 
1 
1 
1 

1 Amend 
1 
1 
1 

1 Amend  clerical 
1 errors  and 
1 omissions 
1 

132.13 

1 

1 Add 

I 

1 Add  page  32.13 

I 

132.5 

1 

1 

1 Amend 
1 

1 

1 Replace  page  32.5 
1 

1 32.12 

1 

1 

1 Delete 

1 

| 

1 Remove  & discard 
1 page  32.12 

I 

1 All 
1 
1 

1 Add 

1 

1 

1 Add  pages 
1 12.5,12.6,12.7 
1 

1 11.14 
1 11.16 
1 

1 Add 
1 Add 

1 

1 Add  nw  Rule  11A 
1 Add  new  Rule  1 1C 

1 

1 All 

1 

1 

1 

1 Amend 

1 

I 

1 

1 Replace  page  4.1 
1 and  4.2 

I 

15.1,5.2 

1 

1 

1 Amend 

1 

I 

1 

1 Replace  page  5.1 
1 and  5.2 

I 

1 

1 11.14 
1 
1 
I 

1 

1 Delete 
1 
1 
1 

1 

1 Remove  & discard 
1 page  1 1.14 
1 (expired) 

1 

1 12.5,  12.6 

1 

1 

1 Amend 

1 

1 

1 Correcting 
1 clerical  errors 

I 

132.13 

1 

1 

1 

1 Delete 
1 
1 
I 

1 

1 Remove  & discard 
1 page  32.13 
1 (expired) 

I 

15.07 

1 

1 Amend 
1 

1 Replace  pages  5.1, 
15.2,  5.3  & 5.4 

iv 
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RULE 
W CHANGE 
'NUMBER 

94  -01 
94-02 

94  -03 

94  -04 
94  -05 

94  -06 
94  -07 
94  -08 


94-09 


AMENDMENT  CONTROL  SHEET 


ADOPTION 

DATE 

1 EFFECTIVE 
1 DATE 
1 

IRULE 
1 SECTION 
1 

IPAGE 

INUMBER 

1 

IACTION 

1 

1 REMARKS 
1 

2-7-94 

1 

1 2-7-94 
1 

1 

1 16- Appendix 
1 

1 

1 16.16 
1 

1 

1 Amend 

I 

1 

1 Add  Class  8434 
1 

5-16-94 

1 5-16-94 
1 
1 

1 Rule  21  (All) 

i 

1 

1 All 

1 

1 

I 

1 Amend 

1 

1 

1 Amended  to 
1 implement  Prop  L 
1 

5-16-94 

1 5-16-94 
1 
1 
1 

1 11.02,  11.03 
1 
1 
1 

1 All 
1 
1 
1 

1 Amend 
1 
1 
1 

1 Amend  clerical 
1 errors  and 
1 omissions 
1 

6-20-94 

1 6-20-94 
1 

1 Rule  32A 
1 

132.13 

1 

1 Add 
1 

1 Add  page  32.13 
1 

6-27-94 

1 8-01-94 
1 

1 32.08, 
1 

1 32.5 
1 

1 

1 Amend 
1 

1 

1 Replace  page  32.5 
1 

1 

1 

1 

1 Rule  32 
1 Appendix 
| 

132.12 

1 

1 

1 Delete 

1 

| 

1 Remove  & discard 
1 page  32.12 
| 

9-19-94 

1 9-19-94 

1 

I 

1 Rule  12A 

1 

1 

1 All 

1 

| 

1 Add 
1 
1 

1 Add  pages 
1 12.5,12.6,12.7 

1 

11-21-94 

1 11-21-94 
1 
1 

1 Rule  1 1 

1 

I 

1 11.14 
1 11.16 
| 

1 Add 
1 Add 
1 

1 

1 Add  nw  Rule  1 1A 
1 Add  new  Rule  1 1C 

I 

2-  6-95 

1 2-6-95 
1 
1 

1 Rule  4 
1 
1 

1 All 

1 

1 

1 

1 Amend 
1 
I 

1 

1 Replace  page  4.1 
1 and  4.2 
1 

1 

1 2-6-95 
1 

1 Rule  5 
1 
1 

15.1,5.2 

1 

1 

1 Amend 

1 

1 

1 

1 Replace  page  5.1 
1 and  5.2 
1 

1 2-  1-95 
1 
1 
1 

1 Rule  1 1 A 
1 
1 
1 

| 

1 11.14 
1 
1 
1 

1 

1 Delete 
1 
1 
1 

1 

1 Remove  & discard 
1 page  1 1 .14 
1 (expired) 

I 

1 9-19-94 

1 

1 

1 Rule  1 2 A 

1 

1 

1 12.5,  12.6 

1 

1 

1 Amend 

1 

I 

1 Correcting 
1 clerical  errors 
1 

1 1-  1-95 
1 
1 
1 

1 Rule  32A 
1 
1 
1 

132.13 

1 

1 

1 

1 

1 Delete 
1 
1 
1 

I 

1 Remove  & discard 
1 page  32.13 
1 (expired) 

1 

4-17-95 

1 4-17-95 

1 Rule  5 

1 5.07 

1 Amend 

1 Replace  pages  5.1, 

5.2,  5.3  & 5.4 
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RULE 

CHANGE 

NUMBER 


ADOPTION  EFFECTIVE 
DATE  DATE 


RULE 

SECTION 


PAGE 

NUMBER 


ACTION 


94  -01 
94-02 

94-03 


2-7-94 

5-16-94 

5-16-94 


2-7-94 

5-16-94 

5-16-94 


16-Appendix 
21  (All) 

11.02,  11.03 


16.16 

All 

All 


Amend 

Amend 


Amend 


94  -04 
94  -05 

94-06 


6-20-94 

6-27-94 

9-19-94 


6-20-94 

8- 01-94 

9- 19-94 


32A 

32.08, 

Rule  32 
Appendix 

12A 


32.13 

32.5 

32.12 

AH 


Add 

Amend 

Delete 

Add 


94  -07 


11-21-94 


11-21-94 


Rule  11 


11.14 

11.16 


Add 

Add 


REMARKS 


Add  Class  8434 

Amended  to 
implement  Prop  L 

Amend  clerical 
errors  and 
omissions 

Add  page  32.13 

Replace  page  32.5 

Remove  & discard 
page  32.12 

Add  pages 
12.5,12.6,12.7 

Add  new  Rule  11 A 
Add  new  Rule  11C 
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Itule 

CHANGE 

NUMBER 

94  -01 
94  -02 

94  -03 

94  -04 
94  -05 

94  -06 

> 


AMENDMENT  CONTROL  SHEET 


ADOPTION 

DATE 


EFFECTIVE  RULE 
DATE  SECTION 


PAGE 

NUMBER 


ACTION 


REMARKS 


2-7-94 

5-16-94 

5-16-94 


2-7-94 

5-16-94 

5-16-94 


16-Appendix 
21  (All) 

11.02,  11.03 


16.16 

All 

All 


6-20-94 

6-27-94 

9-19-94 


6-20-94 

8-01-94 

9/19/94 


32A 

32.08, 

Rule  32 
Appendix 

12A 


32.13 

32.5 

32.12 

All 


Amend 

Add  Class  8434 

Amend 

Amended  to 
implement  Prop  L 

Amend 

Amend  clerical 
errors  and 
omissions 

Add 

Add  page  32.13 

Amend 

Replace  page  32.5 

Delete 

Remove  & discard 
page  32.12 

Add 

Add  pages 
12.5,12.6,12.7 

iv 
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RULE 

CHANGE 

NUMBER 

94  -01 
94  -02 

94  -03 

94  -04 
94  -05 


AMENDMENT  CONTROL  SHEET 


ADOPTION 

DATE 

2-7-94 


5-16-94 


5-16-94 


6-20-94 

6-27-94 


EFFECTIVE 

DATE 


5-16-94 


5- 16-94 

6- 20-94 
8-01-94 


RULE 

SECTION 

PAGE 

NUMBER 

ACTION 

16-Appendix 

16.16 

Amend 

21  (All) 

All 

Amend 

11.02,  11.03 

All 

Amend 

32A 

32.13 

Add 

32.08, 

32.5 

Amend 

Rule  32 

32.12 

Delete 

Appendix 


REMARKS 


Add  Class  8434 

Amended  to 
implement  Prop  L 

Amend  clerical 
errors  and 
omissions 

Add  page  32.13 

Replace  page  32.5 

Remove  & discard 
page  32.12 
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AMENDMENT  CONTROL  SHEET 


RULE 

CHANGE 

NUMBER 

1 ADOPTION 
1 DATE 
1 

! EFFECTIVE 
1 DATE 
1 

IRULE 
1 SECTION 
1 

IPAGE 

INUMBER 

1 

IACTION 

1 

1 REMARKS 
1 

94-01 

1 

1 2-7-94 
1 

1 

1 2-7-94 
1 

1 

1 16-Appendix 
1 

1 

1 16.16 
1 

1 Amend 
1 

1 

1 Add  Class  8434 
1 

94-02 

1 5-16-94 

1 5-16-94 

1 21  (AH) 

1 All 

1 Amend 

1 Amended  to 

94-03 

1 

1 

1 5-16-94 

1 

1 

1 5-16-94 

1 

1 

1 11.02,  11.03 

1 

1 

1 All 

1 

1 

1 Amend 

1 implement  Prop  L 
1 

1 Amend  clerical 

94  -04 

1 

1 

1 

1 6-20-94 

1 

1 

1 

1 

1 

1 6-20-94 

1 

1 

1 

1 

1 

1 32A 

1 

1 

1 

1 

1 

132.13 

1 

1 

1 

1 

1 

1 Add 

1 

1 

1 errors  and 
1 omissions 
1 

1 Add  page  32.13 
1 
1 

I 


I 


IV 
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RULE 

CHANGE 

NUMBER 

94  -01 
94-02 

94  -03 


ADOPTION  1 EFFECTIVE 

IRULE 

IPAGE 

DATE 

1 DATE 
1 

1 SECTION 
1 

INUMBER 

1 

IACTION 

1 

1 REMARKS 
1 

2-7-94 

1 

1 2-7-94 
1 

1 

1 16- Appendix 
1 

1 

1 16.16 
1 

1 

1 Amend 

i 

1 

1 Add  Class  8434 
| 

5-16-94 

1 5-16-94 

1 

1 

1 21  (All) 

1 

1 

1 All 

1 

1 

1 

1 Amend 

1 

I 

1 

1 Amended  to 
1 implement  Prop  L 
| 

5-16-94 

1 5-16-94 
1 

1 11.02,  11.03 
1 

1 All 
1 

1 Amend 
1 

1 Amend  clerical 
1 errors  and 

omissions 


IV 
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AMENDMENT  CONTROL  SHEET 


RULE 


CHANGE  i ADOPTION 

1 EFFECTIVE 

IRULE 

IPAGE 

NUMBER  1 DATE 
1 

1 DATE 
1 

1 SECTION 
1 

INUMBER 

1 

1 ACTION 
1 

1 REMARKS 
1 

1 

94-01  1 2-7-94 

1 

1 

1 2-7-94 
1 

1 

1 16- Appendix 
1 

1 

1 16.16 
1 

1 

1 Amend 
1 

1 

1 Add  Class  8434 
1 

94-02  1 5-16-94 

1 5-16-94 

1 21  (All) 

1 AH 

1 Amend 

1 Amended  to 

1 

1 

1 

1 

1 

1 implement  Prop  L 

I 


IV 
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AMENDMENT  CONTROL  SHEET 


UJLE 


2HANGE  1 ADOPTION 

1 EFFECTIVE 

IRULE 

IPAGE 

DUMBER  1 DATE 
1 

1 DATE 
1 

1 SECTION 
1 

INUMBER 

1 

IACTION 

1 

1 

94-01  1 2-7-94 

1 

1 2-7-94 

1 

1 16-Appendix 

1 

1 16.16 

1 

1 Amend 

iv 


REMARKS 
Add  Class  8434 
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RULE  4 

MEETINGS  OF  THE  COMMISSION 


Section  4.01.  REGULAR  MEETINGS 

A.  Regular  meetings  shall  be  held  on  the  first  and  third  Monday  of  each 
month  at  2:00  p.m.  in  Room  282,  City  Hall,  or  at  such  other  day,  time,  or  place  as  the 
Commission  at  a prior  Regular  Meeting  may  designate. 

B.  Any  change  of  time  or  place  of  meeting  shall  be  posted  on  the  door  of 

Room  282. 


C.  When  a regular  meeting  day  falls  on  a holiday,  the  Commission  shall 
meet  on  the  next  succeeding  business  day  unless  at  a prior  regular  meeting  it  designates 
some  other  day  for  its  meeting. 

D.  A regular  meeting  shall  not  be  adjourned  before  5:30  p.m.,  provided 
that,  if  in  the  judgment  of  the  President  of  the  Commission  all  calendared  business  has 
been  concluded,  the  meeting  may  be  adjourned  at  an  earlier  time.  Persons  having  a 
matter  on  calendar,  who  within  five  (5)  working  days  following  the  date  of  the  meeting 
request  in  writing  that  their  matter  be  recalendared  because  of  their  non-appearance  due 
solely  to  the  earlier  adjournment  time,  shall  have  their  matter  recalendared  for  original 
consideration.  Nothing  contained  herein  shall  be  construed  as  barring  the  Commission 
from  recessing  from  time  to  time  during  the  continuance  of  the  meeting. 

Section  4.02.  ADJOURNED  REGULAR  MEETING 

The  Commission  may  adjourn  any  regular  meeting  to  a time  and  place 
specified.  The  adjourned  meeting  shall  be  part  of  the  regular  meeting. 

Section  4.03.  SPECIAL  MEETINGS 

A.  Special  meetings  may  be  called  by  the  President  only  after  forwarding 
written  notice  of  intent  to  hold  a special  meeting  to  each  Commissioner  at  least 
forty-eight  (48)  hours  in  advance  of  a poll  conducted  by  the  staff  either  in  person  or  by 
telephone  to  determine  a date  convenient  to  all  members  of  the  Commission.  If  the 
President  deems  the  purpose  of  the  special  meeting  to  be  an  emergency,  the  concurrence 
of  a majority  of  the  Commission,  as  determined  by  a telephone  poll  as  directed  by  the 
President,  shall  be  required.  If  the  purpose  of  the  special  meeting  is  not  an  emergency, 
any  Commissioner  may  preclude  the  holding  of  a special  meeting  on  the  day  proposed  by 
delivering  to  the  Executive  Officer  a written  notice  of  objection  along  with  a statement  of 
the  reasons  therefore. 
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B.  Notice  shall  be  sent  by  the  Executive  Officer  to  all  concerned  parties 
who  have  matters  on  the  special  meeting  agenda.  Such  notice  must  be  delivered 
personally  or  by  mail  at  least  48  hours  before  the  time  of  such  meeting  as  specified  in  the 
notice.  A copy  shall  also  be  posted  on  the  Bulletin  Board.  The  notice  shall  specify  the 
time  and  place  of  the  meeting  and  the  business  to  be  transacted.  No  other  business  shall 
be  transacted  except  that  for  which  the  meeting  is  ordered. 

Section  4.04.  COMMISSION  MEETINGS  - PUBLIC 

All  meetings  of  the  Commission  shall  be  open  to  the  public  except  as 
otherwise  provided  in  Rule  4,  Section  4.05,  or  as  otherwise  provided  in  these  Rules  or  the 
Charter. 

Section  4.05.  EXECUTIVE  SESSION 

The  Commission  may  hold  executive  sessions  to  consider  the  employment 
or  dismissal  of  an  officer  or  employee  subject  to  the  jurisdiction  of  the  Commission,  or  to 
hear  complaints  or  charges  brought  against  such  officer  or  employee  unless  such  officer  or 
employee  requests  a public  hearing. 

Section  4.06.  MINUTES 

A.  The  Executive  Officer  shall  record  in  the  minutes  the  time  and  place 
of  each  meeting,  the  names  of  the  Commissioners  present,  all  official  acts  of  the 
Commission  and  the  votes  of  the  Commissioners.  When  requested,  a Commissioner's 
dissent  or  approval,  together  with  the  reasons  therefore,  shall  be  recorded. 

B.  The  minutes  shall  be  written  and  presented  for  correction  and  approval 
at  the  next  regular  meeting. 


{ 
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RULE  5 


GENERAL  HEARING  AND  MEETING  PROCEDURE 


Section  5.01 . COMMUNICATIONS 

A.  Communications  requiring  action  by  the  Commission  must  be  filed  in  wilting 
in  the  Civil  Service  Department.  TTie  Executive  Officer  shall  maintain  a register  of 
communications  received  with  disposition  recorded.  Such  register  shall  be  open  for  public 
inspection  during  regular  business  hours. 

B.  Communications  not  requiring  action  by  the  Commission  under  these  Rules 
shall  be  processed  by  the  Executive  Officer  as  provided  by  these  Rules,  and  proper  notations  shall 
be  made  on  the  pertinent  records. 

C.  A Commissioner  may  request  that  any  matter  be  calendared.  All  requests  for 
hearing  shall  be  calendared  within  a reasonable  period  of  time. 

Section  5.02.  QUORUM 

The  majority  of  all  members  of  the  Commission  shall  constitute  a quorum  and 
the  concurrence  of  a majority  shall  be  necessary  to  any  action. 

Section  5.03.  SECOND  OF  MOTION 

A motion  made  by  any  Commissioner  shall  require  a second. 

Section  5.04.  ROLL  CALL  VOTE 

A roll  call  vote  may  be  requested  by  a Commissioner  on  any  matter  before  the 

Commission. 

Section  5.05.  THE  VOTE 

A.  A tie  vote  on  a negative  motion;  the  motion  is  lost,  but  the  matter  or  request 
remains  before  the  Commission  for  disposal. 

B.  A tie  vote  on  an  affirmative  motion;  the  motion  is  lost  and  the  matter  or 
request  before  the  Commission  is  denied. 

C.  If  only  four  Commissioners  are  present  and  it  is  evident  that  they  are  not  in 
agreement  on  the  matter  or  request  before  the  Commission,  then  any  Commissioner  or  any 
interested  party  may  request  a postponement  of  action. 
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Section  5.06.  APPEAL  OF  HUMAN  RESOURCES  DIRECTOR  ACTION 

A.  Examination  Matters 

An  action  by  the  Human  Resources  Director,  on  examination  matters,  may  be 
appealed  to  the  Commission  provided  such  appeal  is  received  by  the  Executive  Officer  before  12 
Noon  on  the  fifth  (5)  working  day  (excluding  Saturdays,  Sundays,  and  holidays)  following  the 
postmarked  mailing  date  of  notification  to  the  appellent.  The  Commission’s  action  on  the  appeal 
shall  be  final  and  no  reconsideration  request  shall  be  allowed. 

B.  Wage  and  Salary  Matters 

An  action  by  the  Human  Resources  Director,  on  wage  and  salary  matters, 
may  be  appealed  to  the  Commission  provided  such  appeal  is  received  by  the  Executive  Officer 
before  12  noon  on  the  seventh  (7)  working  day  (excluding  Saturdays,  Sundays,  and  holidays) 
following  postmarked  mailing  date  of  notification  to  the  appellant.  The  Commission’s  action  on 
the  appeal  shall  be  final  and  no  reconsideration  request  shall  be  allowed. 

C.  Personal  Services  Contracts 


1.  An  action  by  the  Human  Resources  Director  on  personal  services 
contracts  may  be  appealed  provided  such  appeal  is  received  by  the  Executive  Officer  during  the 
posting  period  prescribed  in  Commission  personal  services  contract  procedures.  The 
Commission’s  action  on  the  appeal  shall  be  final  and  no  reconsideration  request  shall  be  allowed. 

2.  Personal  services  contracts  not  appealed  during  the  prescribed  posting 
period  shall  be  calendared  for  ratification  by  the  Commission  on  its  consent  agenda.  Ratification 
action  by  the  Commission  shall  be  final  and  no  reconsideration  request  shall  be  allowed. 

D.  Other  Matters 


An  action  by  the  Human  Resources  Director  on  other  matters  may  be 
appealed  to  the  Commission  provided  such  appeal  is  received  by  the  Executive  Officer  within 
thirty  (30)  calendar  days  following  the  postmarked  mailing  date  of  notification  to  the  appellant. 
The  Commission’s  action  on  the  appeal  shall  be  final  and  no  reconsideration  request  shall  be 
allowed. 

Section  5.07.  RECONSIDERATION  OF  COMMISSION  ACTION 

A.  A reconsideration  request  of  a Commission  action  may  be  filed  in  writing 
specifying  the  reasons  therefore.  The  request  for  reconsideration  of  previous  Commission  action 
must  include  in  detail  new  information  not  previously  considered. 


B.  A request  for  reconsideration  must  be  received  by  the  Executive  Officer  no 
later  than  thirty  (30)  calendar  days  following  the  postmarked  mailing  date  of  notification  of  the 

Commission’s  action. 

C.  Requests  for  reconsideration  will  be  referred  to  the  Commission  for 
determination  as  to  whether  the  Commission  will  agree  to  reconsider  die  matter.  If  after 
consideration  of  the  written  request  a majority  of  the  Commissioners  do  not  consent  to  hear  the 
matter,  the  request  is  denied  and  the  previous  action  is  final. 


D.  If  the  Commission  agrees  to  grant  the  request  for  a reconsideration  hearing,  i 
the  matter  shall  thereafter  be  calendared.  At  any  reconsideration  hearing,  the  taking  of  evidence  || 
and  oral  arguments  will  be  permitted  only  as  to  new  information  not  previously  considered  by  the 
Commission.  Action  by  the  Commission  after  a reconsideration  hearing  shall  be  final. 
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RULE  5 

GENERAL  HEARING  AND  MEETING  PROCEDURE 


Section  5.01.  COMMUNICATIONS 

A.  Communications  requiring  action  by  the  Commission  must  be  filed  in 
writing  in  the  Civil  Service  Department.  The  Executive  Officer  shall  maintain  a register 
of  communications  received  with  disposition  recorded.  Such  register  shall  be  open  for 
public  inspection  during  regular  business  hours. 

B.  Communications  not  requiring  action  by  the  Commission  under  these 
Rules  shall  be  processed  by  the  Executive  Officer  as  provided  by  these  Rules,  and  proper 
notations  shall  be  made  on  the  pertinent  records. 

C.  A Commissioner  may  request  that  any  matter  be  calendared.  All 
requests  for  hearing  shall  be  calendared  within  a reasonable  period  of  time. 

Section  5.02.  QUORUM 

The  majority  of  all  the  members  of  the  Commission  shall  constitute  a 
quorum  and  the  concurrence  of  a majority  shall  be  necessary  to  any  action. 

Section  5.03.  SECOND  OF  MOTION 

A motion  made  by  any  Commissioner  shall  require  a second. 

Section  5.04.  ROLL  CALL  VOTE 

A roll  call  vote  may  be  requested  by  a Commissioner  on  any  matter  before 
the  Commission. 

Section  5.05.  TIE  VOTE 

A.  A tie  vote  on  a negative  motion:  the  motion  is  lost,  but  the  matter  or 
request  remains  before  the  Commission  for  disposal. 

B.  A tie  vote  on  an  affirmative  motion:  the  motion  is  lost  and  the  matter 
or  request  before  the  Commission  is  denied. 

C.  If  only  four  Commissioners  are  present  and  it  is  evident  that  they  are 
not  in  agreement  on  the  matter  or  request  before  the  Commission,  then  any  Commissioner 
or  any  interested  party  may  request  a postponement  of  action. 
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Section  5.06.  APPEAL  OF  HUMAN  RESOURCES  DIRECTOR  ACTION 

A.  Examination  Matters 

An  action  by  the  Human  Resources  Director,  on  examination  matters, 
may  be  appealed  to  the  Commission  provided  such  appeal  is  received  by  the  Executive 
Officer  before  12  Noon  on  the  fifth  (5)  working  day  (excluding  Saturdays,  Sundays,  and 
holidays)  following  the  postmarked  mailing  date  of  notification  to  the  appellant.  The 
Commission's  action  on  the  appeal  shall  be  final  and  no  reconsideration  request  shall  be 
allowed. 


B.  Wage  and  Salary  Matters 

An  action  by  the  Human  Resources  Director,  on  wage  and  salary 
matters,  may  be  appealed  to  the  Commission  provided  such  appeal  is  received  by  the 
Executive  Officer  before  12  noon  on  the  seventh  (7)  working  day  (excluding  Saturdays, 
Sundays,  and  holidays)  following  the  postmarked  mailing  date  of  notification  to  the 
appellant.  The  Commission’s  action  on  the  appeal  shall  be  final  and  no  reconsideration 
request  shall  be  allowed. 

C.  Other  Matters 

An  action  by  the  Human  Resources  Director  on  other  matters  may  be 
appealed  to  the  Commission  provided  such  appeal  is  received  by  the  Executive  Officer 
within  thirty  (30)  calendar  days  following  the  postmarked  mailing  date  of  notification  to 
the  appellant.  The  Commission's  action  on  the  appeal  shall  be  final  and  no  reconsideration 
request  shall  be  allowed.  | 

Section  5.07.  RECONSIDERATION  OF  COMMISSION  ACTION 

A.  A reconsideration  request  of  a Commission  action  may  be  filed  in 
writing  specifying  the  reasons  therefore.  The  request  for  reconsideration  of  previous 
Commission  action  must  include  in  detail  new  information  not  previously  considered. 

B.  A request  for  reconsideration  must  be  received  by  the  Executive 
Officer  no  later  than  thirty  (30)  calendar  days  following  the  postmarked  mailing  date  of 
notification  of  the  Commission's  action. 

C.  Requests  for  reconsideration  will  be  referred  to  the  Commission  for 
determination  as  to  whether  the  Commission  will  agree  to  reconsider  the  matter.  If  after 
consideration  of  the  written  request  a majority  of  the  Commissioners  do  not  consent  to 
hear  the  matter,  the  request  is  denied  and  the  previous  action  is  final. 

D.  If  the  Commission  agrees  to  grant  the  request  for  a reconsideration 
hearing,  the  matter  shall  thereafter  be  calendared.  At  any  reconsideration  hearing,  the 
taking  of  evidence  and  oral  arguments  will  be  permitted  only  as  to  new  information  not 
previously  considered  by  the  Commission.  Action  by  the  Commission  after  a 
reconsideration  hearing  shall  be  final. 


( 
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Section  5.08.  MOOT  QUESTIONS 

Request  for  rulings  on  moot  or  hypothetical  questions  will  not  be 

considered. 

Section  5.09.  RULES  OF  ORDER 

Except  as  otherwise  provided  herein,  Robert's  Rules  of  Order,  in  its  latest 
revision,  shall  guide  the  Commission  in  its  proceedings. 

Section  5.10.  ITEMS  HEARD  OUT  OF  ORDER 

A request  that  a calendared  item  be  heard  out  of  order  shall  be  presented 
at  the  start  of  the  meeting  to  the  President  stating  the  reason  for  the  request.  The 
President  shall  decide  if  the  request  will  be  granted. 

Section  5.11.  CALENDARED  MATTERS  TO  BE  POSTPONED 

All  calendared  matters  to  be  postponed  shall  be  aiuiounced  by  the 
Executive  Officer  at  the  start  of  the  meeting. 

Section  5.12.  MATTERS  TO  BE  HEARD  BY  THE  COMMISSION 

Only  matters  that  have  been  calendared  will  be  heard  by  the  Commission 
at  any  meeting.  No  oral  requests  for  rulings  will  be  considered.  Notification  of  the 
Commission  actions  shall  be  mailed  no  later  than  the  second  working  day  following  such 
action. 

Section  5.13.  PROCEDURE  FOR  COMMISSION  HEARINGS 

All  Commission  hearings  in  disputed  matters  shall  conform  to  the 
following  procedures: 

A.  Consent  Agenda 

1.  Presentation  by  opponent  for  a maximum  time  limit  of  five  (5) 
minutes;  and 

2.  Response  by  departmental  representative  for  a maximum  time  limit 
of  five  (5)  minutes. 

No  witnesses  other  than  those  designated  above  shall  be  permitted. 

B.  Regular  Agenda 

1.  Presentation  by  staff  or  departmental  representative  for  a 
maximum  time  limit  of  five  (5)  minutes;  and 

2.  Response  by  opponent  or  appellant  for  a maximum  time  limit  of 
five  (5)  minutes. 

No  witnesses  other  than  those  designated  above  shall  be  permitted. 


5.3 


(Issued  1-3-94) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


C.  Separation  Hearings 

1.  Presentation  by  department  for  a maximum  time  limit  of  ten  (10) 

minutes  unless  extended  by  the  Commission: 

a.  Opening  summary  of  case  (brief  overview); 

b.  Discussion  of  evidence; 

c.  Corroborating  witnesses,  if  necessary;  and 

d.  Closing  remarks. 

2.  Presentation  by  employee  or  employee's  representative  for  a 

maximum  time  limit  of  ten  (10)  minutes  unless  extended  by  the 

Commission: 

a.  Opening  summary  of  case  (brief  overview); 

b.  Discussion  of  evidence; 

c.  Corroborating  witnesses,  if  necessary;  and 

d.  Closing  remarks. 

3.  Rebuttal 

The  Commission  may  allocate  five  (5)  minutes  for  each  side  to 
rebut  evidence  presented  by  other  side. 

D.  Commission  Authority 

The  Commission  reserves  the  right  to  question  each  party  during  its 
presentation  and,  in  its  discretion,  to  modify  the  time  allocations  and  requirements  set 
forth  above. 

Section  5.14.  REQUIREMENT  FOR  WRITTEN  REPORT 

All  matters  coming  before  the  Commission,  except  matters  properly  heard 
in  executive  session,  shall  be  supported  by  a complete  report  in  writing  prepared  in 
accordance  with  procedures  determined  by  the  Executive  Officer  and  shall,  together  with 
all  written  documentation  to  be  presented  at  the  hearing,  be  delivered  to  each  of  the 
Commissioners  not  later  than  4:00  p.m.  on  the  second  business  day  preceding  the  meeting 
day.  Any  matter  coming  before  the  Commission  not  in  compliance  with  this  rule  shall, 
upon  request  of  any  Commissioner,  be  deemed  out  of  order  and  shall  be  continued  to  the 
next  scheduled  meeting. 

Section  5.15.  REQUIREMENT  TO  VOTE 

Each  member  of  the  Commission  present  at  a meeting  must  vote  for  or 
against  a particular  question,  unless  excused  from  voting  by  a motion  adopted  by  a 
majority  of  the  members  present. 

Section  5.16  SUBMISSION  OF  WRITTEN  MATERIAL 

AL1  written  material  to  be  considered  by  the  Commission  in  support  of  an 
agenda  item  shall  be  submitted  to  the  Executive  Officer  no  later  than  the  fourth  (4th), 
business  day  preceding  the  Commission  meeting  or  in  accordance  with  appellate^ 
procedures  established  by  the  Executive  Officer.  An  original  and  such  additional  copies  as 
required  by  the  Executive  Officer  shall  be  provided. 
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RULE  10 
ELIGIBLE  LISTS 

THE  PROVISIONS  OF  THIS  RULE  APPLY  TO  EMPLOYEES  IN  ALL  CLASSES  EXCEPT 
THOSE  REPRESENTED  BY  THE  TRANSPORT  WORKERS  UNION,  LOCALS  200  AND 
250A  AND  UNIFORMED  MEMBERS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS.  REFER 
TO  APPENDIX  I FOR  THE  PROVISIONS  APPLYING  TO  EMPLOYEES  IN  CLASSES 
REPRESENTED  BY  THE  TRANSPORT  WORKERS  UNION,  LOCALS  200  AND  250A  AND 
UNIFORMED  MEMBERS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS. 


Section  10.01.  TYPES  OF  ELIGIBLE  LISTS 

The  names  of  candidates  passing  all  phases  of  an  examination  shall  be 
placed  on  one  of  the  following  types  of  eligible  lists  in  the  order  of  total  score.  Eligibles 
with  tie  scores  shall  be  listed  in  alphabetical  order.  Eligibles  on  lists  governed  by  the  Rule 
of  the  List  shall  be  listed  in  alphabetical  order  and  without  reference  to  score. 

A.  Discrete  Eligible  Lists 

Discrete  eligible  lists  are  lists  derived  from  examinations  which  are 
open  for  filing  for  a specific  time  period  and  in  which  the  selection  procedure  is 
administered  on  a specific  date  or  dates. 

B.  Continuous  Eligible  Lists 
1.  Continuous  List. 

A continuous  eligible  list  may  be  used  for  a class  after  the  Human 
Resources  Director  has  designated  the  class  as  a "continuous  list  class."  Each  time  an 
examination  for  such  a class  is  given,  the  names  of  the  eligibles  resulting  from  the 
examination  shall  be  added  to  the  existing  eligible  list,  ranked  by  the  eligible's  score  on 
the  examination  taken.  For  eligibles  with  the  same  score,  names  shall  be  listed 
alphabetically. 


2.  Duration  of  Eligibility  on  Continuous  Lists. 

Each  examination  announcement  for  a continuous  list  class  shall 
state  the  time  period  during  which  the  names  of  eligibles  successfully  passing  the 
examination  will  remain  on  the  continuous  list.  This  time  period  will  be  referred  to  as  the 
"eligibility  period."  An  eligible's  name  shall  be  removed  from  a continuous  list  at  the  end 
of  the  eligibility  period. 

Section  10.02  DURATION  OF  ELIGIBLE  LISTS  AND  OF  ELIGIBILITY 
A.  Duration  of  Discrete  Eligible  Lists 

For  discrete  eligible  lists,  the  eligible  list  shall  state  the  duration  of 
the  list  with  the  minimum  duration  being  six  (6)  months  and  the  maximum  twenty-four  (24) 
months. 
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B.  Duration  of  Eligibility  - Continuous  Eligible  Lists 

For  continuous  eligible  lists,  the  examination  announcement  shall  I 
specify  the  duration  of  eligibility  with  the  minimum  period  of  eligibility  being  six  (6) 
months  and  the  maximum  being  twelve  (12)  months. 

C.  Establishment  of  Duration  of  Eligible  Lists  and  Eligibility 

In  establishing  duration  of  an  eligible  list  or  duration  of  eligibility,  the 
Human  Resources  Director  shall  consider,  among  other  factors,  the  size  of  the  applicant 
pool,  the  number  of  positions  in  the  class,  the  rate  of  turnover,  and  affirmative  action 
goals. 


D.  Expiration  of  Eligible  Lists  and  Eligibility 

If  the  expiration  date  of  an  eligible  list  or  eligibility  period  falls  on  a 
Saturday,  Sunday  or  legal  holiday,  the  removal  of  all  names  shall  be  effective  at  the  close 
of  business  on  the  following  business  day. 

Section  10.03  EXTENSION  OF  ELIGIBILITY 

The  Human  Resources  Director  may  extend  an  eligible  list  or  eligibility 
period  for  up  to  one  (1)  additional  year.  Eligibles  shall  be  notified  of  the  extension  and  any 
change  in  the  expiration  of  their  eligibility.  The  decision  of  the  Human  Resources 
Director  under  this  section  shall  be  final. 

Section  10.04  CANCELLATION  OF  ELIGIBILITY 

The  Human  Resources  Director  may  cancel  an  eligible  list  after  the 
minimum  duration  of  six  (6)  months.  In  cancelling  an  eligible  list,  the  Human  Resources 
Director  shall  consider,  among  other  factors,  the  number  of  eligibles  remaining,  the  length 
of  time  since  the  selection  procedures  were  administered,  affirmative  action  goals,  and 
labor  market  availability.  Eligibles  and  the  recognized  employee  organization 
representing  the  affected  class  shall  be  notified. 

Section  10.05  MERGING  OF  ELIGIBLE  LIST 

A.  The  Human  Resources  Director  may  authorize  the  merging  of  an 
earlier  list  in  a class  with  a later  eligible  list  in  the  same  class. 

B.  The  names  of  eligibles  from  the  earlier  eligible  list  shall  be 
interpolated  with  the  names  of  eligibles  on  the  later  eligible  list  by  score.  Eligibles  with 
the  same  score  shall  be  listed  in  alphabetical  order. 

C.  The  duration  of  the  merged  eligible  list  shall  be  established  as 
provided  elsewhere  in  these  Rules  and  eligibles  from  the  earlier  eligible  list  shall  have 
their  eligibility  extended  accordingly. 
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RULE  11 

CERTIFICATION  OF  ELIGIBLES 


Section  11.01.  REQUISITIONS 

A.  Requirement  for  Requisitions 

Whenever  a position  is  to  be  filled,  the  appointing  officer  shall  issue  a 
requisition  on  the  prescribed  form.  Fully  approved  requisitions  shall  immediately  be  time 
stamped  in  the  order  of  receipt  in  the  Department  of  Human  Resources. 

B.  Separate  or  Group  Requisitions 

A separate  requisition  shall  be  made  for  each  permanent  position  to 
be  filled.  Group  requisitions  may  only  be  made  for  temporary  positions. 

C.  Cancellation  of  Requisitions 

Upon  written  request  by  the  appointing  officer  indicating  good  cause, 
cancellation  of  a requisition  may  be  allowed  by  the  Human  Resources  Director. 

D.  Priority  of  Requisitions 

Except  as  otherwise  provided  in  these  Rules,  certification  shall  be 
made  in  accordance  with  priority  of  approval  of  the  requisition  in  the  Department  of 
Human  Resources  or  the  date  to  report  to  duty,  whichever  is  later. 

E.  Tenure  of  Temporary  Appointments 

1.  Temporary  employments  may  be  requisitioned  for  a period  not  to 
exceed  twelve  (12)  months. 

2.  Original  requisitions  for  less  than  twelve  (12)  months  may  be 
extended  from  the  date  of  appointment  but  may  not  exceed  the  maximum  allowable 
requisition  time.  Upon  completion  of  the  allowable  maximum  time,  the  temporary 
appointment(s)  may  be  extended  when  funds  are  available  and  when  the  employee 
continues  to  have  standing  on  an  eligible  list  for  that  classification. 

3.  Beginning  on  the  effective  date  of  this  rule,  the  Department  of 
Human  Resources  shall  keep  records  of  the  number  of  temporary  employments  extended  as 
provided  in  this  rule.  On  July  30,  1977,  and  each  July  30  thereafter,  a list  of  extended 
temporary  employments  for  the  past  fiscal  year  shall  be  made  available  for  public 
inspection. 


F.  Flexible  Staffing  Requisitions 

A requisition  for  a permanent  vacancy  filled  by  an  appointee  in 
accordance  with  the  flexible  staffing  authority  of  the  Salary  Ordinance  shall  also  be  valid 
for  subsequent  certification  for  appointment  of  the  same  eligible,  when  qualified,  to  the 
classification  designated  on  the  requisition. 


11.1 


(Issued  1-3-94) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


Section  11.02.  CERTIFICATION  OF  ELIGIBLES 

RULE  11  - ARTICLE  I 

APPLICATION  OF  ARTICLE  I OF  RULE  11.  SECTION  11.02 


PART  1 APPLIES  TO  ALL  CLASSES  EXCEPT  THOSE  REPRESENTED  BY  EMPLOYEE 
ORGANIZATIONS  LISTED  IN  THE  "APPLICATION  OF  PART  II”  CLAUSE  PRECEDING 
PART  II  OF  THIS  SECTION. 


A.  Rule  of  One 

1.  The  name  of  the  highest  available  eligible  shall  be  certified  to  the 
appointing  officer  for  each  position  to  be  filled  from  eligible  lists  from  which  the 
Government  Code  of  the  State  of  California  requires  Rule  of  One  certifications. 

2.  If  two  (2)  or  more  approved  requisitions  are  on  file,  the  Human 
Resources  Director  may  permit  eligibles  in  line  for  appointment  and  in  accordance  with 
their  standing  on  the  list  to  select  from  among  the  available  requisitions  the  positions  to 
which  they  desire  appointment. 

3.  In  cases  where  eligibles  on  lists  who  would  be  reached  for 
appointment  on  requisitions  are  at  that  time  employed  in  the  city  and  county  service,  the 
Human  Resources  Director  may  consult  with  appointing  officers  and  employees  involved; 
and  if  it  is  in  the  best  interests  of  the  service,  may  offer  out  said  positions  as  to  make  it 
possible  for  the  continued  employment  of  such  eligibles  in  their  current  departments. 

B.  Rule  of  Three  Scores 

1.  Except  as  provided  above,  the  Department  of  Human  Resources 
shall  certify  to  the  appointing  officer  the  names  of  eligibles  with  the  three  highest  scores 
on  the  list  of  eligibles  for  the  position  who  are  available  for  appointment. 

2.  Except  as  otherwise  provided  when  there  are  two  (2)  or  more 
approved  requisitions  on  file  for  the  same  class,  the  number  of  scores  certified  shall  be 
equal  to  the  number  of  positions  to  be  filled  plus  two  (2)  scores. 

3.  When  Eligible  List  Exhausted 

An  eligible  list  adopted  under  the  Rule  of  Three  Scores  shall  in  all 
cases  be  exhausted  when  eligibles  standing  at  less  than  three  (3)  scores  are  available.  Use 
of  the  eligible  list  when  there  is  less  than  the  minimum  certification  available  shall  be  at 
the  discretion  of  the  appointing  officer. 

4.  Supplementary  Certification 

If  all  eligibles  at  a score  waive  appointment  or  fail  to  respond 
within  the  time  limits  provided  in  these  rules,  the  appointing  officer  may  request 
supplementary  certification(s)  from  the  next  highest  score(s). 
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Section  11.02.  CERTIFICATION  OF  ELIGIBLES 


RULE  11  - ARTICLE  II 

APPLICATION  OF  ARTICLE  II  OF  RULE  11.  SECTION  11.02 


1.  THE  PROVISIONS  OF  ARTICLE  II  ARE  APPLICABLE  TO  ALL 
UNREPRESENTED  CLASSES  AND  TO  CLASSES  REPRESENTED  BY  ALL  EMPLOYEE 
ORGANIZATIONS  EXCEPT  SERVICE  EMPLOYEES  INTERNATIONAL  UNION  (SEIU)  - 
LOCALS  250,  535.  AND  790);  TRANSPORT  WORKERS  UNION  (TWU)  - LOCALS  200  AND 
250A;  LOCAL  21  INTERNATIONAL  FEDERATION  OF  PROFESSIONAL  AND  TECHNICAL 
ENGINEERS;  AND  CLASSES  IN  THE  UNIFORMED  RANKS  OF  THE  POLICE  AND  FIRE 
DEPARTMENTS. 


2.  THE  APPENDIX  TO  THIS  RULE  CONTAINS  A LIST  OF  CLASSES 
FOR  WHICH  THE  RULE  OF  THREE  SCORES  WILL  BE  USED  EXCLUSIVELY. 


A.  Civil  Service  Commission  Equal  Employment  Opportunity  and 
Affirmative  Action  Policy  Related  to  the  Certification  of  Eligibles  and  Selection  of 
Employees. 


1.  The  Civil  Service  Commission  endorses  and  supports  the 
broadening  of  the  Rules  governing  the  certification  of  eligibles  from  civil  service  eligible 
lists  and  considers  this  broadening  as  an  increase  in  opportunities  for  appointing  officers  to 
select  employees  who  are  best  suited  to  perform  the  duties  of  specific  positions  and  to 
provide  greater  opportunities  to  maximize  multicultural  diversity  of  the  work  force  in  the 
City  and  County  of  San  Francisco. 

2.  Selection  of  employees  from  eligible  lists  shall  be  based  on  merit 
and  fitness  without  regard  to  relationship,  race,  religion,  sex,  national  origin,  ethnicity, 
age,  disability,  gender  identity,  political  affiliation,  sexual  orientation,  ancestry,  marital 
status,  color,  medical  condition  or  other  non-merit  factors  or  otherwise  prohibited 
neoptism  or  favoritism,  and  with  due  consideration  of  affirmative  action  goals. 
Appointing  officers  and  their  designees  shall  be  responsible  for  establishing 
non-discriminatory  selection  procedures  which  may  include  scheduling  each  interested 
eligible  for  interview,  conducting  interviews  by  a diverse  panel,  asking  job-related 
questions,  maintaining  documentation  of  selection  criteria,  and  reviewing  the  proposed 
selection  with  the  department’s  affirmative  action  officer  or  with  the  Department  of 
Human  Resources  EEO/Affirmative  Action  Division. 

3.  The  Human  Resources  Director  shall  monitor  certifications  and 
selections  for  opportunities  and  successes  in  achieving  affirmative  action  goals.  The 
Human  Resources  Director  shall  compile  and  report  to  the  Civil  Service  Commission  on  a 
quarterly  basis  the  performance  of  each  department  and  the  effect  of  various  certification 
rules.  The  first  such  report  shall  be  presented  to  the  Civil  Service  Commission  at  its  first 
meeting  in  March  1994  and  shall  cover  the  period  commencing  November  1,  1993  and 
concluding  on  January  31,  1994. 

4.  The  Civil  Service  Commission  may  direct  the  Human  Resources 
Director  to  investigate  selections  made  by  departments  and  if  it  is  determined  that 
selections  were  not  made  in  compliance  with  equal  employment  opportunity  or  affirmative 
action  guidelines,  the  Human  Resources  Director  may  recommend  and  the  Civil  Service 
Commission  may  effect  remedial  actions. 
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5.  The  Human  Resources  Director  may  direct  that  all  future 
certifications  and  appointments  to  departments  determined  to  be  out  of  compliance  be 
subject  to  the  review  of  the  Equal  Employment  Opportunity  and  Affirmative  Action 
Division  and  approval  of  the  Human  Resources  Director.  Departments  found  having  made 
selections  without  regard  to  equal  employment  opportunity  or  consideration  of  affirmative 
action  goals  shall  be  reported  to  the  Civil  Service  Commission,  the  Mayor,  and  the  Board 
of  Supervisors. 


6.  In  compliance  with  Charter  Section  8.329,  an  annual  report  of 
certification  activity  shall  be  compiled  by  the  Human  Resources  Director  and  forwarded 
to  the  Commission,  the  Mayor  and  to  the  Board  of  Supervisors  for  review  of  each 
department's  performance  in  meeting  its  equal  employment  opportunity  obligations  and 
affirmative  action  goals.  The  first  such  report  shall  be  submitted  by  December  1,  1994 
and  shall  cover  the  period  commencing  November  1,  1993  and  concluding  on  October  31, 
1994. 


B.  Rule  of  One 

1.  The  name  of  the  highest  available  eligible  shall  be  certified  to  the 
appointing  officer  for  each  position  to  be  filled  from  eligible  lists  from  which  the 
Government  Code  of  the  State  of  California,  the  Charter  or  these  Rules  require  Rule  of 
One  certifications. 


2.  If  two  (2)  or  more  approved  requisitions  are  on  file,  the  Human 
Resources  Director  may  permit  eligibles  in  line  for  appointment  and  in  accordance  with 
their  standing  on  the  list  of  select  from  among  the  available  requisitions  the  positions  to 
which  they  desire  appointment. 

3.  In  cases  where  eligibles  on  lists  who  would  be  reached  for 
appointment  on  requisitions  are  at  that  time  employed  in  the  City  and  County  service,  the 
Human  Resources  Director  may  consult  with  appointing  officers  and  employees  involved; 
and  if  it  is  in  the  best  interests  of  the  service,  may  offer  out  said  positions  as  to  make  it 
possible  for  the  continued  employment  of  such  eligibles  in  their  current  departments. 

C.  Rule  of  Three  or  More  Scores 

1.  Definition 

The  names  of  all  eligibles  standing  at  a specified  number  of  scores 
with  a minimum  of  at  least  those  eligibles  with  three  scores  shall  be  certified  to  each 
available  position. 

2.  When  More  Than  One  Position  Available 

Except  as  may  otherwise  be  provided,  when  there  are  two  (2)  or 
more  approved  personnel  requisitions  on  file  for  the  same  class,  the  number  of  scores 
certified  shall  be  equal  to  the  number  of  positions  to  be  filled  plus  the  number  of  scores  in 
the  certification  rule  applicable  to  the  eligible  list  being  certified. 
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3.  When  Eligible  List  Exhausted 

An  eligible  list  adopted  under  the  Rule  of  Three  or  More  Scores 
shall  in  all  cases  be  exhausted  when  eligibles  standing  at  less  than  three  (3)  scores  are 
available.  Use  of  the  eligible  list  when  there  is  less  than  the  minimum  certification 
available  shall  be  at  the  discretion  of  the  appointing  officer. 

4.  Supplementary  Certification 

If  all  eligibles  at  a score  waive  appointment  or  fail  to  respond 
within  the  time  limits  provided  in  these  rules,  the  appointing  officer  may  request 
supplementary  certification(s)  from  the  next  highest  score(s). 

D.  Rule  Of  The  List 

1.  Definition 

The  names  of  all  eligibles  on  the  eligible  list  shall  be  certified  to 

each  available  position. 

2.  When  Eligible  List  Exhausted 

An  eligible  list  adopted  under  the  Rule  of  the  List  shall  be 
exhausted  when  there  are  less  than  one  third  of  the  number  of  eligibles  on  the  original  list 
still  available  provided,  however,  if  the  original  list  had  nine  or  fewer  eligibles,  at  least 
three  eligibles  must  be  available;  for  original  lists  with  45  or  more  names,  at  least  15 
eligibles  must  be  available.  In  the  event  that  application  of  the  one-third  formula 
specified  above  results  in  a fraction,  the  next  highest  number  shall  be  used.  Use  of  the  list 
when  there  is  less  than  the  minimum  certification  available  shall  be  at  the  discretion  of 
the  appointing  officer. 

E.  Establishment  Of  Certification  Rule 

1.  The  Human  Resources  Director  shall  establish  the  certification 
rule  for  each  class  by  specifying  the  certification  rule  to  be  used  to  administer  the  eligible 
list  in  the  first  examination  announcement  for  the  class  after  the  adoption  of  this  section. 

2.  Once  established,  the  certification  rule  shall  be  used  to  administer 
all  future  eligible  lists  in  the  class  unless  otherwise  ordered  by  the  Human  Resources 
Director. 


3.  In  establishing  the  certification  rule,  the  Human  Resources 
Director  may  consult  with  appointing  officers,  representatives  of  employee  organizations 
and  other  pertinent  parties. 
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F.  Selective  Certification  Of  Certified  Temporary  Employees 

1.  With  the  exception  of  the  uniformed  ranks  of  the  Police  and  Fire 
Departments,  notwithstanding  anything  to  the  contrary  in  this  or  any  other  section  of 
these  Rules,  an  employee  who  has  been  appointed  from  a regularly  adopted  eligible  list  to 
a non-permanent  position  shall  be  entitled  to  appointment  to  a permanent  position  within 
the  same  classification  before  the  certification  of  persons  standing  higher  on  the  list  of 
eligibles  subject  to  a period  of  six  (6)  months  of  service  in  the  class  or  for  the  period 
provided  for  in  the  examination  announcement  in  any  status  and  certification  by  the 
appointing  officers)  of  satisfactory  job  performance  for  the  period  of  the  required  service 
on  the  form  and  in  the  manner  prescribed  by  the  Human  Resources  Director. 

2.  The  Human  Resources  Director  is  authorized  to  take  such 
administrative  action  not  in  conflict  with  these  Rules  as  is  required  to  make  this  section 
operative  including  imposition  and  removal  of  waivers. 

Section  11.03.  RESPONSE  PERIOD 

A.  Notice  of  Inquiry 

1.  Eligibles  are  required  to  respond  in  writing  to  the  Department  of 
Human  Resources  within  five  (5)  business  days  of  the  date  of  such  notice. 

2.  The  Human  Resources  Director  may  authorize  that  eligibles  be 
polled  by  telephone,  provided  however  that  eligibles  who  cannot  be  reached  by  telephone 
shall  not  be  penalized  or  adversely  affected  in  any  way. 

B.  Notice  of  Certification 

1.  Eligibles  are  required  to  respond  to  the  appointing  officer  or 
designated  representative  within  five  (5)  business  days  after  the  date  of  such  Notice. 

2.  Eligibles  are  required  to  notify  the  Department  of  Human 
Resources  as  to  their  certification  status  within  seven  (7)  business  days  after  the  date  of 
the  Notice  of  Certification. 

3.  Departments  are  required  to  notify  the  Department  of  Human 
Resources  of  the  results  of  a certification  within  twenty  (20)  business  days  after  the  date 
of  the  Notice  of  Certification. 

C.  Extensions 

Response  period  time  limits  may  be  extended  by  the  Human 

Resources  Director. 

Section  11.04.  EFFECT  OF  FAILURE  TO  RESPOND 

A.  An  eligible  who  fails  to  respond  within  the  time  limits  provided  shall 
be  placed  under  general  waiver  on  the  eligible  list  until  such  time  as  the  waiver  is 
withdrawn  in  accordance  with  these  Rules. 
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B.  Except  if  the  Human  Resources  Director  determines  that  unusual 
circumstances  exist  which  would  create  an  undue  hardship,  a department  that  fails  to 
respond  within  the  time  limits  provided  may  be  required  to  present  the  reasons  for  the 
delay  to  the  Commission. 

Section  11.05.  WAIVERS 

A.  General  Waivers 

An  eligible  may  be  placed  on  an  inactive  status  under  general  waiver 
of  certification  on  an  eligible  list  as  follows: 

1.  At  the  eligible's  written  request.  Such  waivers  shall  be  effective 
on  the  next  business  day. 

2.  For  failure  to  respond  to  a Notice  of  Certification  or  Inquiry 
within  the  prescribed  time  limits. 

3.  For  failure  to  notify  the  Department  of  Human  Resources  as  to 
the  eligible's  status  within  seven  (7)  days  following  certification. 

4.  A person  appointed  to  a permanent  position  shall  be  under  general 
waiver  for  all  appointments  on  all  eligible  lists  for  the  same  class.  A person  appointed  to 
a temporary  position  shall  be  under  general  waiver  for  temporary  appointment  on  all 
eligible  lists  for  the  same  class.  Such  waiver  may  not  be  withdrawn  unless  ordered  by  the 
Human  Resources  Director. 

5.  For  reasons  prescribed  elsewhere  in  these  Rules. 

An  eligible  under  general  waiver  shall  not  be  certified  to  any  position 
on  the  eligible  list  until  the  eligible  notifies  the  Department  of  Human  Resources  to 
withdraw  such  waiver  in  writing  as  prescribed  in  these  Rules.  General  waivers  imposed  by 
the  Commission  or  Human  Resources  Director  may  not  be  removed  unless  ordered  by  the 
Civil  Service  Commission  or  Human  Resources  Director. 

B.  Conditional  Waivers 

Except  as  provided  by  the  examination  announcement,  waiver  of 
certification  to  positions  with  unusual  employment  circumstances  or  special  conditions  of 
employment  may  be  imposed  by  (1)  the  eligible  to  be  effective  the  next  business  day  (2) 
the  Civil  Service  Commission  or  (3)  Human  Resources  Director.  Conditional  Waivers  on  an 
eligible  list  imposed  by  the  eligible  shall  remain  in  force  until  withdrawn  in  accordance 
with  these  Rules. 


C.  Effects  of  Waivers 

1.  A general  or  conditional  waiver  of  certification  by  an  eligible 
having  standing  on  more  than  one  list  in  the  same  classification  shall  apply  to  any  existing 
list  for  the  same  classification. 
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2.  An  eligible  who  waives  certification  to  a position  covered  by 
conditional  waivers  shall  not  be  certified  to  a position  requiring  those  conditions  from  that 
list  until  such  waiver  is  removed  in  accordance  with  the  provisions  of  these  Rules. 

3.  Unless  otherwise  provided  in  the  examination  announcement, 
eligibles  may  refuse  consideration  for  temporary  or  permanent  appointment  from  two 
Notices  of  Certification.  Refusal  of  consideration  from  the  third  Notice  of  Certification 
shall  result  in  the  removal  of  the  eligible's  name  from  that  eligible  list  and  all  other  lists 
in  that  class.  The  non-selection  by  the  department  of  an  available  eligible  shall  not  be 
recorded  as  a refusal. 

4.  Unless  otherwise  ordered  by  the  Human  Resources  Director  if  one 
Notice  of  Certification  is  issued  for  more  than  one  department  or  position  and  the  eligible 
refuses  a position  not  previously  waived,  a refusal  shall  be  recorded  against  the  eligible's 
name  on  the  list. 


D.  Withdrawal  of  Waivers 

1.  Withdrawal  of  general  or  conditional  waivers  imposed  by  the 
eligible  must  be  filed  in  writing  with  the  Department  of  Human  Resources. 

2.  Such  requests  must  be  received  in  Department  of  Human 
Resources  offices  before  the  close  of  business  on  the  third  Friday  of  the  month  to  be 
effective  the  first  business  day  of  the  following  month.  In  the  event  the  third  Friday  is  a 
legal  holiday,  such  requests  must  be  received  by  the  close  of  business  on  the  next  business 
day. 


3.  Withdrawal  of  waivers  which  have  been  imposed  by  the 
Commission  or  the  Human  Resources  Director  may  be  authorized  at  any  time  and  become 
effective  the  first  business  day  of  the  following  month  unless  specifically  ordered 
otherwise. 


4.  Withdrawal  of  waivers  shall  not  interfere  with  nor  affect  the 
rights  of  eligibles  next  in  line  for  certification  to  whom  Notices  of  Certification  have 
already  been  mailed  and  who  have  been  or  may  be  appointed  in  response  to  such  notices. 

5.  Immediate  withdrawal  of  waiver  may  be  authorized  by  the  Human 
Resources  Director  if  it  is  determined  that  such  immediate  withdrawal  of  waiver  is  in  the 
best  interests  of  the  Service. 

Section  11.06.  CHANGE  OF  ADDRESS 

In  all  cases  of  change  of  address,  the  Department  of  Human  Resources 
must  be  notified  in  writing  separately  for  each  class  involved.  Notice  of  change  of  address 
to  the  post  office  and/or  the  employee's  current  department  only  shall  not  be  a reasonable 
excuse  for  special  consideration  in  case  of  failure  to  respond  to  any  notice  within  time 
limits. 
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RULE  11  - APPENDIX 

THE  PROVISIONS  OF  RULE  11,  SECTION  11.02  - CERTIFICATION  OF  ELIGIBLES 
ARTICLE  1(A)  RULE  OF  ONE  AND  ARTICLE  1(B)  RULE  OF  THREE  SCORES  APPLY  TO 
THE  CLASSES  LIST  BELOW: 


CLASS 

NUMBER 

TITLE 

1466 

3402 

3417 

3418 

3419 
3422 
3424 
3428 
3430 
3432 
3434 
3436 
3440 

6235 

6236 
6238 
6242 
6244 

6248 

6249 

6250 
6252 
7110 
7126 
7134 
7136 

7203 

7204 

7205 
7210 

7213 

7214 

7215 

7216 

7220 

7221 

7223 

7224 

7225 

7226 

7228 

7229 

7230 
7232 

Meter  Reader 

Farmer 

Gardener 

Gardener  Assistant  Supervisor 
Municipal  Stadium  Groundkeeper 
Park  Section  Supervisor 
Pest  Control  Specialist 
Nursery  Specialist 
Chief  Nursery  Specialist 
Assistant  Director,  Arboretum 
Tree  Topper 

Tree  Topper  Supervisor  I 

Landscaping  and  Street  Planting  Supervisor 

Heat  and  Ventilation  Inspector 

Boiler  Inspector 

Senior  Boiler  Inspector 

Plumbing  Inspector 

Chief  Plumbing  Inspector 

Electrical  Inspector 

Senior  Electrical  Inspector 

Chief  Electrical  Inspector 

Line  Inspector 

Mobile  Equipment  Assistant  Supervisor 

Mechanical  Shop  and  Equipment  Superintendent 

Water  Construction  and  Maintenance  Superintendent 

Water  Shops  and  Equipment  Superintendent 

Building  and  Grounds  Maintenance  Supervisor 

Chief  Water  Service  Inspector 

Chief  Stationary  Engineer 

Mobile  Equipment  Supervisor 

Plumber  Supervisor  I 

Electrical  Transit  Equipment  Supervisor 

General  Laborer  Supervisor  I 

Electrical  Transit  Shop  Supervisor  1 

Asphalt  Finisher  Supervisor  I 

Asphalt  Plant  Supervisor  I 

Cable  Machinery  Supervisor 

Car  and  Auto  Painter  Supervisor  I 

Transit  Paint  Shop  Supervisor  I 

Carpenter  Supervisor  I 

Automotive  Transit  Shop  Supervisor  I 

Transmission  Line  Supervisor  I 

Fire  Department  Water  System  Supervisor 

Hetch  Hetchy  Mechanical  Shop  Supervisor 
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CLASS 

NUMBER 

7233 

7234 

7235 

7236 

7238 

7239 

7240 

7241 

7242 
7244 

7246 

7247 

7248 

7249 

7250 

7252 

7253 

7254 

7255 

7256 

7257 

7258 
7262 
7264 

7272 

7273 

7274 

7275 

7276 

7277 

7278 

7279 
7281 

7284 

7285 

7286 

7287 

7305 

7306 

7307 

7308 

7309 
7311 
7313 

7315 

7316 

7317 

7318 

7319 


TITLE 

Glazier  Supervisor  I 

Transportation  Equipment  Shop  Supervisor 

Transit  Power  Line  Supervisor  I 

Locksmith  Supervisor  I 

Electrician  Supervisor  I 

Plumber  Supervisor  II 

Water  Meter  Shop  Supervisor  I 

Senior  Maintenance  Controller 

Painter  Supervisor  I 

Power  Plant  Supervisor  I 

Sewer  Repair  Supervisor  II 

Sheet  Metal  Worker  Supervisor  II 

Steamfitter  Supervisor  II 

Automotive  Mechanic  Supervisor  I 

Utility  Plumber  Supervisor  I 

Chief  Stationary  Engineer,  Sewage  Plant 

Electrical  Transit  Mechanic  Supervisor  I 

Automotive  Machinist  Supervisor  I 

Power  House  Electrician  Supervisor  I 

Electric  Motor  Repair  Supervisor  I 

Communication  Line  Supervisor  I 

Maintenance  Machinist  Supervisor  I 

Maintenance  Planner 

Auto  Body  and  Fender  Worker  Supervisor  I 

Carpenter  Supervisor  II 

Communication  Line  Worker  Supervisor  II 

Transit  Power  Line  Worker  Supervisor  II 

Cable  Splicer  Supervisor  I 

Electrician  Supervisor  II 

City  Shops  Assistant  Superintendent 

Painter  Supervisor  II 

Powerhouse  Electrician  Supervisor  II 

Street  Cleaning  Supervisor  II 

Utility  Plumber  Supervisor  II 

Transmission  Line  Worker  Supervisor  II 

Wire  Rope  Cable  Maintenance  Supervisor 

Supervising  Electronic  Maint.  Technician 

Blacksmith 

Automotive  Body  and  Fender  Worker 

Bricklayer 

Cable  Splicer 

Car  and  Auto  Painter 

Cement  Mason 

Automotive  Machinist 

Automotive  Machinist  Assistant  Supervisor 

Water  Service  Inspector 

Senior  Water  Service  Inspector 

Electronic  Maintenance  Technician 

Electric  Motor  Repairer 
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CLASS 

NUMBER 

TITLE 

7322 

7323 

7325 

7326 

7328 

7329 

7330 

7331 

7332 

7333 

7334 

7335 
7338 
7340 
7342 

7344 

7345 

7346 

7347 

7348 

7349 
7353 
7360 

7363 

7364 

7365 
7370 

7372 

7373 

7375 

7376 

7379 

7380 

7381 

7382 

7386 

7387 

7388 
7390 
7395 
7404 

7408 

7409 

7420 

7421 
7424 
7428 
7430 
7432 

Auto  Body  and  Fender  Worker  Assistant  Supervisor 
Fire  Department  Water  System  Assistant  Supervisor 
General  Utility  Mechanic 
Glazier 

Operating  Engineer,  Universal 
Electronics  Maintenance  Tech.  Asst.  Supv. 

Senior  General  Utility  Mechanic 

Apprentice  Maintenance  Machinist 

Maintenance  Machinist 

Apprentice  Stationary  Engineer 

Stationary  Engineer 

Senior  Stationary  Engineer 

Electrical  Line  Worker 

Maintenance  Controller 

Locksmith 

Carpenter 

Electrician 

Painter 

Plumber 

Steamfitter 

Steamfitter  Assistant  Supervisor 

Water  Meter  Repairer 

Pipe  Welder 

Powerhouse  Electrician 

Powerhouse  Operator 

Senior  Powerhouse  Operator 

Rigger 

Stationary  Engineer,  Sewage  Plant 
Senior  Stationary  Engineer,  Sewage  Plant 
Apprentice  Stationary  Engr.,  Sewage  Plant 
Sheet  Metal  Worker 
Electrical  Transit  Mechanic 
Electrical  Transit  Mechanic  Asst.  Supv. 

Automotive  Mechanic 

Automotive  Mechanic  Assistant  Supervisor 

Utility  Plumber  Assistant  Supervisor 

Upholsterer 

Utility  Plumber 

Welder 

Ornamental  Iron  Worker 
Asphalt  Finisher 
Assistant  Power  House  Operator 
Electrical  Transit  Service  Worker 
Bridgetender 

Sewer  Maintenance  Worker 
Dryer-Mixer  Operator 
Hodcarrier 

Asst.  Electronic  Maintenance  Technician 
Electrical  Line  Helper 

11.11 


(Issued  1-3-94) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


CLASS 

NUMBER 

TITLE 

7434 

Maintenance  Machinist  Helper 

7449 

Sewer  Service  Worker 

7458 

Switch  Repairer 

7463 

Utility  Plumber  Apprentice 

7472 

Wire  Rope  Cable  Maintenance  Mechanic 

7473 

Wire  Rope  Cable  Maint.  Mech.  Trainee 

7502 

Asphalt  Worker 

7510 

Lighting  Fixture  Maintenance  Worker 

7514 

General  Laborer 

7540 

Track  Maintenance  Worker 

8304 

Deputy  Sheriff 

8306 

Senior  Deputy  Sheriff 

8308 

Sheriff's  Sergeant 

8310 

Sheriff's  Lieutenant 

8312 

Sheriff's  Captain 

9240 

Airport  Electrician 

9241 

Airport  Electrician  Supervisor 

9242 

Head  Airport  Electrician 

9330 

Pile  Worker 

9331 

Piledriver  Engine  Operator 

9332 

Piledriver  Supervisor  I 

9334 

Deckhand,  Tugs  and  Dredges 

9337 

Diesel  Tugboat  Operator 

9342 

Ornamental  Iron  Worker  Supervisor  I 

9343 

Roofer 

9344 

Roofer  Supervisor  I 

9345 

Sheet  Metal  Supervisor  I 

9358 

Crane  Mechanic  Supervisor 

9360 

Construction  and  Maintenance  Supervisor  II,  Port 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


CLASS 

NUMBER 

TITLE 

7434 

7449 

7458 

7463 

7472 

7473 
7502 
7510 
7514 
7540 
8304 
8306 
8308 
8310 
8312 

9240 

9241 

9242 

9330 

9331 

9332 
9334 
9337 

9342 

9343 

9344 

9345 
9358 
9360 

Maintenance  Machinist  Helper 

Sewer  Service  Worker 

Switch  Repairer 

Utility  Plumber  Apprentice 

Wire  Rope  Cable  Maintenance  Mechanic 

Wire  Rope  Cable  Maint.  Mech.  Trainee 

Asphalt  Worker 

Lighting  Fixture  Maintenance  Worker 

General  Laborer 

Track  Maintenance  Worker 

Deputy  Sheriff 

Senior  Deputy  Sheriff 

Sheriff's  Sergeant 

Sheriff's  Lieutenant 

Sheriff's  Captain 

Airport  Electrician 

Airport  Electrician  Supervisor 

Head  Airport  Electrician 

Pile  Worker 

Piledriver  Engine  Operator 
Piledriver  Supervisor  I 
Deckhand,  Tugs  and  Dredges 
Diesel  Tugboat  Operator 
Ornamental  Iron  Worker  Supervisor  I 
Roofer 

Roofer  Supervisor  I 

Sheet  Metal  Supervisor  I 

Crane  Mechanic  Supervisor 

Construction  and  Maintenance  Supervisor  II,  Port 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


RULE  11A* 


DELETED  - EFFECTIVE  DECEMBER  31,  1993 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


RULE  11A 


DELETED  - EFFECTIVE  DECEMBER  31,  1993 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


RULE  11B 

CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS 
FOR  CLASSES  1823  SENIOR  ADMINISTRATIVE  ANALYST 
AND 

1824  PRINCIPAL  ADMINISTRATIVE  ANALYST 


Section  11B.01.  CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS  IN 
CLASS  1823  SENIOR  ADMINISTRATIVE  ANALYST 

All  available  eligibles  on  eligible  lists  established  under  the  terms  of 
examination  announcements  numbers  137-93,  138-93,  139-93  and  146-93  for  Class  1823 
Senior  Administrative  Analyst  shall  be  certified  to  each  approved  personnel  requisition. 

Section  11B.02.  CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS  IN 
CLASS  1824  PRINCIPAL  ADMINISTRATIVE  ANALYST 

All  available  eligibles  on  eligible  lists  established  under  the  terms  of 
examination  announcements  numbers  141-93,  142-93  and  143-93  for  Class  1824  Principal 
Administrative  Analyst  shall  be  certified  to  each  approved  personnel  requisition. 

Section  11B.03.  EXPIRATION  OF  RULE  11B 

This  Rule  as  adopted  by  the  Civil  Service  Commission  at  its  meeting  of 
November  1,  1993  shall  automatically  expire  effective  with  the  expiration  or  cancellation 
date  of  the  last  eligible  list  for  either  Class  1823  Senior  Administrative  Analyst  on  Class 
1824  Principal  Administrative  Analyst  subject  to  the  provisions  of  this  Rule. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


RULE  11B 

CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS 
FOR  CLASSES  1823  SENIOR  ADMINISTRATIVE  ANALYST 
AND 

1824  PRINCIPAL  ADMINISTRATIVE  ANALYST 


Section  11B.01.  CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS  IN 
CLASS  1823  SENIOR  ADMINISTRATIVE  ANALYST 

All  available  eiigibles  on  eligible  lists  established  under  the  terms  of 
examination  announcements  numbers  137-93,  138-93,  139-93  and  146-93  for  Class  1823 
Senior  Administrative  Analyst  shall  be  certified  to  each  approved  personnel  requisition. 

Section  11B.02.  ' CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS  IN 

CLASS  1824  PRINCIPAL  ADMINISTRATIVE  ANALYST 

All  available  eligibles  on  eligible  lists  established  under  the  terms  of 
examination  announcements  numbers  141-93,  142-93  and  143-93  for  Class  1824  Principal 
Administrative  Analyst  shall  be  certified  to  each  approved  personnel  requisition. 

Section  11B.03.  EXPIRATION  OF  RULE  11B 

This  Rule  as  adopted  by  the  Civil  Service  Commission  at  its  meeting  of 
November  1,  1993  shall  automatically  expire  effective  with  the  expiration  or  cancellation 
date  of  the  last  eligible  list  for  either  Class  1823  Senior  Administrative  Analyst  on  Class 
1824  Principal  Administrative  Analyst  subject  to  the  provisions  of  this  Rule. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


RULE  11C 

CERTIFICATION  OF  ELIGIBLES 
FOR  CLASSES  REPRESENTED  BY  SEIU 


Section  11C.01.  DETERMINATION  OF  CERTIFICATION  RULE 

Notwithstanding  any  other  provisions  of  these  Rules,  the  certification 
rule  applicable  to  each  of  the  SEIU  classes  included  in  the  Accelerated 
Testing  Program  of  October  1,  1994  to  May  30,  1995  will  be 
determined  by  the  Human  Resources  Director  in  a manner  consistent 
with  the  agreement  between  the  City  and  SEIU. 

Section  11C.02.  PROMULGATION  OF  CERTIFICATION  RULE 

The  agreed  upon  certification  rule  shall  be  promulgated  as  a term  of 
the  examination  announcement  for  each  class  and  shall  not  be 
appealable  to  the  Civil  Sendee  Commission. 

Section  11C.03.  EXPIRATION  DATE 


The  provisions  of  this  rule  as  adopted  by  the  Civil  Service  Commission 
at  its  meeting  of  November  21,  1994  shall  automatically  expire  on  June 
30,  1995. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


RULE  11B 

CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS 
FOR  CLASSES  1823  SENIOR  ADMINISTRATIVE  ANALYST 
AND 

1824  PRINCIPAL  ADMINISTRATIVE  ANALYST 


Section  11B.01.  CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS  IN 
CLASS  1823  SENIOR  ADMINISTRATIVE  ANALYST 

All  available  eligibles  on  eligible  lists  established  under  the  terms  of 
examination  announcements  numbers  137-93,  138-93,  139-93  and  146-93  for  Class  1823 
Senior  Administrative  Analyst  shall  be  certified  to  each  approved  personnel  requisition. 

Section  11B.02.  CERTIFICATION  FROM  CERTAIN  ELIGIBLE  LISTS  IN 
CLASS  1824  PRINCIPAL  ADMINISTRATIVE  ANALYST 

All  available  eligibles  on  eligible  lists  established  under  the  terms  of 
examination  announcements  numbers  141-93,  142-93  and  143-93  for  Class  1824  Principal 
Administrative  Analyst  shall  be  certified  to  each  approved  personnel  requisition. 

Section  11B.03.  EXPIRATION  OF  RULE  11B 

This  Rule  as  adopted  by  the  Civil  Service  Commission  at  its  meeting  of 
November  1,  1993  shall  automatically  expire  effective  with  the  expiration  or  cancellation 
date  of  the  last  eligible  list  for  either  Class  1823  Senior  Administrative  Analyst  on  Class 
1824  Principal  Administrative  Analyst  subject  to  the  provisions  of  this  Rule. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


RULE  12  A 

EMPLOYMENT  IN  CLASS  8304  DEPUTY  SHERIFF 
AND  CLASS  8302  DEPUTY  SHERIFF  I 


Section  12A.01  PREEMPTION  OF  CERTAIN  CIVIL  SERVICE 

COMMISSION  RULES 

Notwithstanding  any  other  provisions  of  these  Rules, 
employment  in  Class  8302  Deputy  Sheriff  I and  Class  8304 
Deputy  Sheriff  shall  be  administered  as  provided  in  this  Rule. 

Section  12A.02  PROBATIONARY  PERIOD  FOR  CLASS  8302  DEPUTY 
SHERIFF  I 

A.  Appointees  in  Class  8302  Deputy  Sheriff  I shall  serve 
an  eighteen  (18)  month  probationary  period. 

B.  Consistent  with  any  valid  Memorandum  of 

Understanding  covering  this  class,  appointees  in  Class 
8302  Deputy  Sheriff  I may  be  released  by  the  Sheriff  at 
any  time  during  the  probationary  period.  The  decision 
of  the  Sheriff  shall  be  final. 

C.  The  probationary  period  for  an  appointee  in  Class  8302 
Deputy  Sheriff  I shall  be  extended  in  accordance  with 
existing  Civil  Service  Commission  Rules  governing 
extension  of  the  probationary  period. 

Section  12A.03  ADVANCEMENT  FROM  CLASS  8302  DEPUTY 
SHERIFF  I TO  CLASS  8304  DEPUTY  SHERIFF 

A.  Subject  to  the  successful  completion  of  the  probationary 
period  and  such  other  terms  and  conditions  as  required 
by  the  Sheriff  and  approved  by  the  Human  Resources 
Director,  the  Sheriff  shall  have  the  authority  to  advance 
appointees  in  Class  8302  Deputy  Sheriff  I to  a 
permanent  entrance  appointment  in  Class  8304  Deputy 
Sheriff. 

B.  Advancement  as  provided  in  this  Rule  shall  not  require 
a new  probationary  period. 
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Section  12A.04 


Section  12  A. 05 


C.  With  the  approval  of  the  Human  Resources  Director,  an 
appointee  in  class  8302  Deputy  Sheriff  I who  has,  in  the  i 
sole  discretion  of  the  Sheriff,  successfully  performed 
each  and  every  requirement  necessary  for  successful 
completion  of  the  probationary  period,  but  through  no 
fault  of  the  appointee,  completes  the  eighteen  (18) 
month  probationary  period  prior  to  successful 
prescribed  by  the  Commission  on  Peace  Officer 
Standards  and  Training  (POST),  may  be  advanced  to 
8304  Deputy  Sheriff  subject  to  a probationary  period 
which  shall  extend  from  the  date  of  appointment  to  the 
8304  Deputy  Sheriff  classification  to  the  date  upon 
which  POST  certifies  that  the  appointee  has  successfully 
completed  all  state-mandated  requirements. 

D.  For  purposes  of  the  Human  Resources  Director’s 
approval  of  advancement  under  this  section,  a finding  of 
"no  fault  of  the  appointee"  shall  include  but  not  be 
limited  to  administrative  delay  by  the  Sheriffs 
department,  lack  of  available  training  funds,  or  such  ] 
other  circumstances  beyond  the  control  of  the  appointee, 
but  not  related  in  any  way  to  the  appointee’s 
performance. 

E.  Except  as  set  forth  above,  appointees  in  class  8302 
Deputy  Sheriff  I who  fail  to  successfully  complete  each 
and  every  POST  certification  requirement  and  such  . 
other  terms  and  conditions  as  required  by  the  Sheriff 
and  approved  by  the  Human  Resources  Director  during  * 
the  eighteen  (18)  month  probationary  period,  shall  be 
deemed  to  have  failed  to  have  and  maintain  all 
necessary  qualifications  for  the  position  and  shall  be 
subject  to  immediate  removal. 

SENIORITY  OF  APPOINTEES  IN  CLASS  8304  DEPUTY 
SHERIFF  UPON  ADVANCEMENT 

Seniority  in  Class  8304  Deputy  Sheriff  shall  be  determined 
by  the  date  of  permanent  certification  from  and  rank  on  the 
eligible  list  for  Class  8302  Deputy  Sheriff  I. 

LAYOFF  IN  CLASS  8302  DEPUTY  SHERIFF  I AND 
CLASS  8304  DEPUTY  SHERIFF 

Layoffs  in  Class  8302  Deputy  Sheriff  I and  Class  8304 
Deputy  Sheriff  shall  be  as  provided 

elsewhere  in  these  Rules,  except  that,  all  appointees  in  Class 
8302  Deputy  Sheriff  I shall  be  laid  off  before  the  layoff  of 
any  appointees  in  Class  8304  Deputy  Sheriff  shall  occur. 
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CITY 

AND  COUNTY  OF  SAN  FRANCISCO 

CIVIL  SERVICE 

COMMISSION 

LENGTH  OF 

DATE  OF 

CLASS 

PROBATION 

CSC 

NO. 

TITLE 

PERIOD 

ACTION 

8312 

Sheriff's  Captain 

SEE  NOTE  B 

CHARTER 

8314 

Chief  Deputy  Sheriff 

SEE  NOTE  B 

CHARTER 

8322 

Sr  Counselor,  Juvenile  Hall 

1 YEAR 

06/07/82 

8323 

Sr  Counselor,  Boys  Ranch  School 

1 YEAR 

06/07/82 

8324 

Supervising  Counselor,  Juv  Ct 

1 YEAR 

06/07/82 

8326 

Asst  Dir,  Boys  Ranch  School 

1 YEAR 

11/15/82 

8330 

Dir,  Log  Cabin  Ranch 

SEE  NOTE  C 

11/15/82 

8336 

Mgr,  Finance  & Admin,  Juv  Ct 

SEE  NOTE  C 

11/15/82 

8340 

Asst  Dir,  Juvenile  Hall 

1 YEAR 

11/15/82 

8344 

Dir,  Juvenile  Hall 

1 YEAR 

11/15/82 

8415 

Sr  Supervising  Probation  Off,  Juv  Ct 

1 YEAR 

11/15/82 

8416 

Dir,  Probation  Services 

SEE  NOTE  C 

11/15/82 

8419 

Prisoner  Svcs  Counselor 

1 YEAR 

06/07/82 

8420 

Rehabilitation  Svcs  Coordinator 

1 YEAR 

06/07/82 

8423 

Neighborhood  Coordinator 

1 YEAR 

06/07/82 

8424 

Sr  Neighborhood  Coordinator 

1 YEAR 

06/07/82 

8425 

Project  Coordinator,  SAFE 

1 YEAR 

06/07/82 

8435 

Division  Director,  Adult  Probation 

1 YEAR 

11/15/82 

8440 

Probation  OFficer 

1 YEAR 

06/16/86 

8442 

Sr  Probation  Officer 

1 YEAR 

06/16/86 

8446 

Court  Alternative  Specialist  I 

1 YEAR 

06/11/84 

8448 

Count  Alternative  Specialist  II 

1 YEAR 

06/07/82 

8450 

Criminal  Justice  Specialist  I 

1 YEAR 

11/15/82 

8452 

Criminal  Justice  Specialist  II 

1 YEAR 

11/15/82 

8454 

Criminal  Justice  Specialist  III 

1 YEAR 

06/07/82 

8464 

Asst  Secretary,  County  Parole  Comm 

1 YEAR 

06/11/84 

8470 

Ex  Dir,  County  Parole  Commission 

1 YEAR 

11/15/82 

8486 

Asst  Dir,  Crime  PRevention  Program 

1 YEAR 

01/23/89 

8488 

Dir,  Crime  Prevention  Program 

1 YEAR 

01/28/85 

9139 

Transit  Supvr 

1 YEAR 

08/17/81 

9140 

Transit  Mgr  I 

1 YEAR 

08/17/81 

9141 

Transit  Mgr  II 

1 YEAR 

08/17/81 

9142 

Transit  Mgr  III 

1 YEAR 

08/17/81 

9148 

Dir  of  Community  Affairs,  MUNI 

1 YEAR 

03/02/92 

9155 

Claims  Investigator 

1 YEAR 

06/07/82 

9156 

Sr  Claims  Investigator 

1 YEAR 

06/07/82 

9157 

Claims  Adjuster 

1 YEAR 

06/07/82 

9158 

Asst  Claims  Agent 

1 YEAR 

06/07/82 

9159 

Gen  Claims  Agent 

1 YEAR 

11/15/82 

9161 

General  Claims  Agent 

1 YEAR 

03/02/92 

9173 

Systems  Safety  Inspector 

1 YEAR 

06/07/82 

9177 

Dir  of  Systems  Safety 

1 YEAR 

11/15/82 

9178 

School  Transportation  Supvr 

1 YEAR 

06/07/82 

9183 

Deputy  Gen  Mgr,  Engineer  and  Maint,  Muni 

1 YEAR 

11/15/82 

9185 

Deputy  Gen  Mgr,  Equipment  Maint,  Muni 

1 YEAR 

06/11/84 

9188 

Transit  Equipment  Engineer,  Muni  Railway 

1 YEAR 

06/07/82 

9189 

Dir  of  Planning,  Municipal  Railway 

1 YEAR 

11/15/82 

9191 

Deputy  Gen  Mgr,  Operations,  Muni  Railway 

1 YEAR 

11/15/82 
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CITY 

AND  COUNTY  OF  SAN  FRANCISCO 

CIVIL  SERVICE 

COMMISSION 

LENGTH  OF 

DATE  OF 

CLASS 

PROBATION 

CSC 

NO. 

TITLE 

PERIOD 

ACTION 

9192 

Transit  Environmental  Coordinator 

1 YEAR 

06/07/82 

9193 

Deputy  Gen  Mgr,  Administration,  MUNI 

1 YEAR 

03/02/92 

9195 

Light  Rail  Vehicle  Equipment  Engineer 

1 YEAR 

06/07/82 

9197 

Signal  and  Systems  Engineer 

1 YEAR 

06/07/82 

9205 

Airport  Communications  Coordinator 

1 YEAR 

06/11/84 

9206 

Airport  Property  Specialist  I 

1 YEAR 

11/15/82 

9207 

Airport  Property  Specialist  II 

1 YEAR 

11/15/82 

9208 

Director,  Airport  Property  Management 

1 YEAR 

03/02/92 

9210 

Airport  Police  Officer 

12  CAL  MOS 

CHARTER 

9211 

Airport  Police  Sergeant 

1 YEAR 

08/16/82 

9213 

Sr  Airfield  Safety  Officer 

1 YEAR 

06/07/82 

9215 

Airport  Police  Lieutenant 

1 YEAR 

08/16/82 

9216 

Airport  Police  Captain 

1 YEAR 

08/17/81 

9217 

Deputy  Chief,  Bur  of  Airport  Police 

1 YEAR 

06/02/86 

9220 

Airport  Operations  Supvr 

1 YEAR 

06/07/82 

9222 

Airport  Operations  Coordinator 

1 YEAR 

06/07/82 

9226 

Airport  Operations  Supt 

1 YEAR 

11/15/82 

9232 

Airport  Mechanical  Maint  Supvr 

1 YEAR 

11/15/82 

9241 

Airport  Electrician  Supvr 

1 YEAR 

06/11/84 

9247 

Airport  Emergency  Planning  Coordinator 

1 YEAR 

03/02/92 

9248 

Airport  Facilities  Service  Mgr 

1 YEAR 

01/28/85 

9252 

Airport  Maintenance  Supt 

1 YEAR 

11/15/82 

9254 

Assistant  to  Director,  Bureau  of  Community  Affairs  1 YEAR 

03/02/92 

9255 

Airport  Economic  Planner 

1 YEAR 

11/15/82 

9256 

Airport  Asst  Gen  Mgr,  Operations 

1 YEAR 

11/15/82 

9258 

Airport  Asst  Deputy  Dir,  Bus  and  Finance 

1 YEAR 

11/15/82 

9260 

Airport  Asst  Dep  Dir,  Facilities  Oper  & Maint 

1 YEAR 

11/15/82 

9332 

Piledriver  Supvr  I 

1 YEAR 

06/07/82 

9340 

Dredging  Supvr 

1 YEAR 

06/07/82 

9342 

Ornamental  Iron  Worker  Supvr  I 

1 YEAR 

06/11/84 

9344 

Roofer  Supvr  I 

1 YEAR 

06/07/82 

9345 

Sheet  Metal  Supvr  I 

1 YEAR 

06/07/82 

9350 

Harbor  Police  Officer 

1 YEAR 

06/07/82 

9358 

Crane  Mechanic  Supervisor 

1 YEAR 

04/06/86 

9359 

Asst  Supt,  Harbor  Maint,  Cranes 

1 YEAR 

04/06/86 

9360 

Construction  and  Maint  Supvr  II,  Port 

1 YEAR 

06/07/82 

9361 

Asst  Supt,  Harbor  Maint,  Electrical 

1 YEAR 

11/15/82 

9363 

Asst  Supt,  Harbor  Maint,  Piers  & Wharves 

1 YEAR 

11/15/82 

9364 

Supt,  Harbor  Maintenance  and  Repair 

1 YEAR 

11/15/82 

9365 

Sr  Estimator,  Heavy  Construction,  Port 

1 YEAR 

06/07/82 

9367 

Operational  Systems  Engineer,  Port 

1 YEAR 

01/23/89 

9373 

Manager  of  Marketing 

1 YEAR 

10/05/92 

9374 

Manager,  Port  Planning  and  Development 

1 YEAR 

03/02/92 

9376 

Market  Research  Specialist,  Port 

1 YEAR 

06/07/82 

9377 

Development  Feasibility  Analyst,  Port 

1 YEAR 

01/23/89 

9378 

Development  Project  Coordinator,  Port 

1 YEAR 

11/19/90 

9379 

Chief  Harbor  Engineer 

1 YEAR 

11/15/82 
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RULE  19 

TRANSPORT  WORKERS  UNION  - SAN  FRANCISCO 
MUNICIPAL  RAILWAY  TRUST  FUND 

Section  19.01.  CHARTER  PROVISION 

A.  Section  8.404  of  the  Charter  provides  for  the  establishment  of  a fund 
to  receive  and  to  administer  that  money  which  represents  the  dollar  value  difference 
between  vacation,  retirement  and  health  service  benefits  provided  by  Charter  for  platform 
employees,  coach  or  bus  operators  of  the  Municipal  Railway  (hereinafter  referred  to  as 
"operators")  when  such  benefits  are  less  than  those  provided  in  the  two  other  street 
railway  and  bus  systems  and  are  used  for  the  determination  of  wage  schedules  for 
operators  of  the  Municipal  Railway. 

B.  The  Commission  is  mandated  to  adopt  rules,  subject  to  approval  by 
the  Board  of  Supervisors  by  ordinance,  for  the  establishment  and  general  administration  of 
the  fund.  Such  rules  must  provide  for  a joint  administration  of  the  fund  by  representatives 
of  the  city  government,  including  representatives  of  the  Public  Utilities  Commission  and 
representatives  of  the  organized  operators. 

C.  The  Charter  further  states  that  such  rules  may  provide  a procedure 
for  final  and  binding  arbitration  of  the  disputes  which  may  arise  between  representatives 
of  the  City  government  and  the  representatives  of  the  organized  operators. 

D.  The  Charter  further  requires  that  the  rules  provide  that  all 
investments  of  the  fund  shall  be  of  the  character  legal  for  insurance  companies  in 
California. 

Section  19.02.  DETERMINATION  OF  DOLLAR  VALUE  OF  DIFFERENCES 

IN  BENEFITS 

A.  The  dollar-value  difference  between  vacation,  retirement  and  health 
service  benefits  provided  by  Charter  for  operators  of  the  Municipal  Railway,  when  such 
benefits  are  less  than  those  provided  in  the  two  other  street  railway  and  bus  systems  used 
for  the  establishment  of  wage  schedules  for  operators  of  the  Municipal  Railway,  shall  be 
determined  by  the  Commission  after  consultation  with  Local  250A,  Transport  Workers 
Union  of  America,  (or  the  employee  organization  having  exclusive  group  representational 
rights  before  the  Public  Utilities  Commission),  and  shall  be  included  in  the  Salary 
Standardization  Ordinance  adopted  pursuant  to  the  provisions  of  Section  8.404  of  the 
Charter. 


B.  The  procedure  for  payment  of  monies  due  to  the  Fund  in  accordance 
with  Charter  authority  and  the  provisions  of  this  rule  shall  be  established  by  the  Controller. 

Section  19.03.  ESTABLISHMENT  OF  TRUST  FUND 

In  accordance  with  the  authority  of  Charter  Section  8.404,  there  is 
hereby  established  a Transport  Workers  Union-San  Francisco  Municipal  Railway  Trust 
Fund  (hereinafter,  for  the  purpose  of  this  rule,  to  be  referred  to  as  the  "Trust  Fund")  to  be 
administered  as  hereinafter  set  forth. 
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Section  19.04.  BOARD  OF  TRUSTEES 

A.  The  Trust  Fund  shall  be  administered  by  a Board  of  Trustees 
(hereinafter  referred  to  as  "The  Board")  of  six  (6)  members  to  be  selected  as  follows: 

Two  trustees  to  be  appointed  by  the  Public  Utilities  Commission  who 
shall  serve  at  the  pleasure  of  the  Public  Utilities  Commission. 

One  trustee  to  be  appointed  by  the  Civil  Service  Commission  who 
shall  serve  at  the  pleasure  of  the  Civil  Service  Commission. 

Three  trustees  to  be  appointed  by  Local  250A,  Transport  Workers 
Union  of  America,  (or  the  employee  organization  having  exclusive 
group  representational  rights  before  the  Public  Utilities  Commission), 
who  shall  serve  at  the  pleasure  of  the  Union. 

The  appointing  authority  may  also  appoint  and  at  its  pleasure  remove 
one  alternate  for  each  trustee  to  serve  when  trustees  are  not 
available  to  attend  meetings  of  the  Board.  An  alternate  when  serving 
in  the  place  of  a trustee  shall  have  full  power  to  act  as  a trustee. 

B.  Members  of  the  Board  and  their  alternates  shall  serve  until  such  time 
as  they  separate  themselves  or  are  removed  from  their  appointment.  If  a trustee  position 
is  vacated,  the  trustee's  alternate  shall  serve  until  a successor  is  designated  by  the 
appropriate  designating  authority. 

C.  The  Board  shall  elect  one  member  as  president  and  one  member  as 
vice-president  and  shall  establish  their  terms  of  office,  provided  however,  that  a member 
appointed  by  management  (Public  Utilities  Commission  or  Civil  Service  Commission)  and  a 
member  appointed  by  the  employees  (Transport  Workers  Union)  shall  alternate  terms  in 
each  such  office  and  that  a member  appointed  by  management  shall  serve  as 
vice-president  during  the  term  in  which  a member  appointed  by  the  employees  holds  office 
as  president,  and  vice  versa. 

D.  Actions  of  the  Board  shall  be  by  majority  vote  of  all  of  the  trustees. 

E.  Trustees  who  are  employees  of  the  city  shall  be  authorized  to  attend 
meetings  of  the  Board  held  during  regular  working  hours  of  the  employee  without  loss  of 

pay. 


F.  No  trustee  shall  receive  payment  or  emolument  of  any  kind  for 
services  but  may  be  reimbursed  from  the  Trust  Fund  for  all  reasonable  expenses  incurred 
in  the  performance  of  duties  as  trustee. 

Section  19.05.  POWERS  AND  DUTIES  OF  BOARD  OF  TRUSTEES 

The  Board  shall  have  the  power  and  it  shall  be  its  duty  to: 

A.  Establish  by  rule  the  detailed  procedure  for  the  receipt  of  monies  to 
the  Trust  Fund  and  for  the  administration  of  the  Trust  Fund,  which  shall  include  a 
provision  that  all  investments  of  the  Trust  Fund  shall  be  of  the  character  legal  for 
insurance  companies  in  California. 
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B.  Appoint  an  administrator  or  secretary  of  the  Trust  Fund  who  shall  be 
the  Executive  Officer  and  Secretary  of  the  Board  and  whose  duties  and  responsibilities 
shall  be  set  forth  by  the  Board  and  who  shall  serve  at  the  pleasure  of  the  Board. 

C.  Establish  such  other  positions  as  in  the  judgment  of  the  Board  may  be 
required  to  staff  the  office  of  the  Trust  Fund  and  to  make  appointments  to  such  positions. 

D.  Provide  for  the  bonding  of  the  trustees,  the  administrator,  and  such 
other  employees  of  the  Trust  Fund  as  in  the  judgment  of  the  Board  should  be  bonded. 

E.  Select  a location  for  quarters  for  the  Trust  Fund  and  provide  for  the 
equipment  of  such  office. 

F.  Provide  for  the  costs  of  administration  of  the  Trust  Fund  including 
the  salaries  of  all  employees  and  the  costs  involved  in  the  purchase,  lease  or  rental  and  the 
equipment  of  quarters. 

G.  Establish  the  types  of  benefits  that  shall  be  made  available  to  the 
operators  and  the  procedures  and  methods  for  the  disbursement  of  such  benefits. 

H.  Establish  procedures  for  the  investment  of  funds  within  the 
restrictions  herein  provided,  which  procedures  may  provide  for  the  employment  of  the 
services  of  an  investment  counsel. 

I.  Provide  for  the  retention  of  legal  or  actuarial  counsel  when  such 
assistance  is  deemed  by  the  Board  to  be  required. 

J.  Establish  accounting  procedures  to  properly  account  for  the 
administration  of  the  Trust  Fund. 

K.  Prepare  an  annual  report  to  the  Public  Utilities  Commission  and  to 
the  officers  and  members  of  Local  250A  of  the  Transport  Workers  Union  of  America  (or 
the  employee  organization  having  exclusive  group  representational  rights  before  the  Public 
Utilities  Commission),  which  report  shall  include  a summary  of  the  income,  investments, 
disbursements  and  administrative  expenses  of  the  Fund. 

Section  19.06.  VESTED  RIGHTS 

Neither  the  City,  nor  the  Union  or  the  individual  operators  shall  have  any 
vested  rights  in  or  to  the  Trust  Fund  or  any  part  thereof  except  the  right  of  the  qualified 
operators,  their  dependents,  their  beneficiaries  or  next  of  kin  to  receive  the  benefits 
provided  for  in  the  plan  to  which  they  may  be  respectively  entitled. 
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Section  19.07.  PROTECTION  OF  TRUSTEES 

A.  Neither  the  trustees  nor  any  individual  or  successor  trustee  shall  be 
personally  answerable  or  personally  liable  for  any  liabilities  or  debts  of  the  Trust  Fund 
contracted  by  them  as  such  trustees,  or  for  the  non-fulfillment  of  contracts,  but  the  same 
shall  be  paid  out  of  the  Trust  Fund  and  the  Trust  Fund  is  hereby  charged  with  a first  lien  in 
favor  of  each  of  such  trustees  for  security  and  indemnification  for  any  amounts  paid  out 
by  such  trustee  for  any  such  liability  and  for  the  trustee's  security  and  indemnification 
against  any  liability  of  any  kind  which  the  trustees  or  any  of  them  may  incur  hereunder; 
provided  however,  that  nothing  herein  shall  exempt  any  trustee  from  liability  arising  out 
of  the  trustee's  own  willful  misconduct  or  bad  faith  or  entitle  such  trustee  to 
indemnification  for  any  amounts  paid  or  incurred  as  a result  thereof. 

B.  The  trustees  and  each  individual  trustee  shall  not  be  liable  for  any 
error  of  judgment  or  for  any  loss  arising  out  of  any  act  or  omission  in  the  execution  of  the 
Trust  Fund,  as  long  as  they  act  in  good  faith;  nor  shall  any  trustee,  in  the  absence  of  the 
trustee's  own  willful  misconduct  or  bad  faith,  be  personally  liable  for  the  acts  or  omissions 
(whether  performed  at  the  request  of  the  trustees  or  not)  of  any  other  trustee,  employee, 
agent  or  attorney  elected  or  appointed  by  or  acting  for  the  trustees. 

C.  The  costs  and  expenses  of  any  action,  suit  or  proceeding  brought  by  or 
against  the  trustee  or  any  of  them  (including  counsel  fees)  shall  be  paid  from  the  Trust 
Fund,  except  in  relation  to  matters  as  to  which  it  shall  be  adjudged  in  such  action,  suit  or 
proceeding  that  such  trustee  was  acting  in  bad  faith  in  the  performance  of  the  trustee's 
duties  hereunder. 

Section  19.08.  MEDIATION  AND  ARBITRATION 

In  the  event  of  a dispute  on  any  matter  before  the  Board  for  action,  the 
Board  may  by  affirmative  vote  of  three  members  refer  the  matter  to  mediation  or 
arbitration.  The  Board  shall  provide  the  procedure  for  the  mediation  of  any  dispute.  If  a 
matter  is  referred  to  arbitration,  then  the  Board  shall  attempt  to  agree  on  the  selection  of 
an  impartial  arbitrator.  If  an  impartial  arbitrator  cannot  be  agree  upon  within  forty-eight 
(48)  hours,  then  an  arbitrator  designated  by  the  American  Arbitration  Association  shall 
hear  and  determine  the  issue.  The  written  decision  of  the  arbitrator  shall  be  final  and 
binding  upon  the  Board. 

Section  19.09.  AUDIT  REPORT 

A.  The  Trust  Fund  shall  be  audited  semi-annually  by  an  auditor  to  be 
designated  by  the  Controller  of  the  City  and  County.  The  auditor's  report  shall  be  made 
to  the  Board  of  Supervisors,  with  copies  to  Local  250A,  Transport  Workers  Union  of 
America  (or  to  the  employee  organization  having  exclusive  group  representational  rights 
before  the  Public  Utilities  Commission),  the  Public  Utilities  Commission,  the  Civil  Service 
Commission,  and  the  Controller  and  twelve  (12)  copies  to  the  Secretary  of  the  Trust  Fund 
for  distribution  to  each  trustee  and  alternate  trustee;  and  the  cost  of  such  audit  report 
shall  be  paid  for  by  the  City  and  County  from  funds  to  be  appropriated  for  such  purpose  by 
the  Board  of  Supervisors. 
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B.  The  Board  of  Trustees  and  Local  250A  of  the  Transport  Workers  Union 
of  America  (or  the  employee  organization  having  exclusive  group  representational  rights 
before  the  Public  Utilities  Commission)  may,  each  at  its  respective  option  whenever 
deemed  desirable,  arrange  for  an  additional  independent  audit  of  the  Trust  Fund  by  a 
qualified  auditor  of  its  choice,  the  expense  of  which  shall  be  borne  by  the  Trust  Fund  when 
ordered  by  the  trustees  and  by  Local  250A,  Transport  Workers  Union  of  America  (or  the 
employee  organization  having  exclusive  group  representational  rights  before  the  Public 
Utilities  Commission),  when  ordered  by  the  Union. 
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RULE  21 

AT  A SPECIAL  MEETING  HELD  DECEMBER  15,  1993,  THE  CIVIL  SERVICE  COMMISSION 
ADOPTED  CHANGES  TO  THE  CSC  RULES  TO  IMPLEMENT  PROPOSITION  L 
(NOVEMBER  1993  BALLOW).  RULE  21  WAS  SEVERED  FROM  THIS  AMENDMENT  AND 
HELD  OVER  FOR  FURTHER  CONSIDERATION. 


RULES  RELATED  TO  THE  EMPLOYER-EMPLOYEE  RELATIONS  ORDINANCE 


Section  21.01.  AUTHORITY 

By  virtue  of  the  authority  vested  in  it  by  the  Employer-Employee  Relations 
Ordinance  of  the  City  and  County  of  San  Francisco,  Ordinance  No.  313-76,  (hereinafter 
the  "Ordinance"),  amending  the  Administrative  Code  by  adding  Chapter  16,  Article  XI. A 
thereof,  the  Civil  Service  Commission,  (hereinafter  referred  to  as  "Civil  Service 
Department")  hereby  issues  the  following  rules  which  it  finds  necessary  to  carry  out  the 
provisions  of  said  Ordinance.  The  Civil  Service  Department  shall  take  such  action  as  it 
may  deem  necessary  to  effectuate  the  policies  of  the  Ordinance. 


PART  I.  Employee  Recognition  Elections 
Section  21.02.  DEFINITIONS 

Words  and  terms  used  herein  shall  have  the  same  meaning  as  in  the  Administrative 
Code,  Chapter  16,  Article  XI.A,  where  applicable.  Wherever  the  word  "certified"  is  used 
in  these  Rules  or  on  any  official  form  of  the  Civil  Service  Department,  it  shall  be  taken  to 
mean  and  shall  be  defined  as  "recognized"  as  that  word  appears  in  the  Ordinance. 

Section  21.03.  REQUEST  FOR  RECOGNITION 

The  filing  of  a Request  for  Recognition  or  a Challenging  Petition  accompanied  by 
appropriate  verification  or  proof  of  employees’  approval  shall  be  in  accordance  with  the 
provisions  of  Ordinance  Section  16.211.  Requests  for  Recognition  and  Challenging 
Petitions  shall  be  in  writing  on  the  form  prescribed  by  the  Civil  Service  Department,  and 
an  original  and  four  (4)  copies  shall  be  filed  with  the  Civil  Service  Department.  Where  the 
unit  for  which  recognition  is  sought  involves  a presently  certified  representative,  such 
representative  shall  be  notified  of  the  Request  for  Recognition. 

Section  21.04.  DECERTIFICATION  PETITION 

A Decertification  Petition  shall  be  in  writing  on  the  form  prescribed  by  the  Civil 
Service  Department,  and  an  original  and  four  (4)  copies  thereof  shall  be  filed  with  the 
Civil  Service  Department.  The  filing  of  a Decertification  Petition  accompanied  by 
appropriate  verification  or  proof  of  employees'  approval  shall  be  in  accordance  with  the 
provisions  of  Ordinance  Section  16.212  within  the  time  period  set  forth  in  the  Ordinance 
Section. 
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Section  21.05.  PROOF  AND  VERIFICATION  OF  EMPLOYEES’  APPROVAL 

Proof  of  employees'  approval  of  a Request  for  Recognition,  a Challenging 
Petition,  or  a Decertification  Petition  shall  accompany  the  filing  of  the  prescribed  form. 
Such  proof  need  be  filed  with  the  Civil  Service  Department  only.  For  purposes  of 
verification  by  the  Civil  Service  Department,  a list  of  eligible  employees  shall  be 
furnished  by  the  Employee  Relations  Division  to  the  Civil  Service  Department.  Such  list 
shall  be  furnished  to  the  Civil  Service  Department  no  more  than  twenty  (20)  calendar  days 
following  the  filing  of  a Request  for  Recognition,  Challenging  Petition,  or  Decertification 
Petition.  Appointing  Officers  shall  furnish  the  list  of  eligible  employees  from  their 
respective  departments  to  the  Employee  Relations  Division  no  more  than  ten  (10)  calendar 
days  after  request  therefrom.  Determination  whether  such  verification  or  proof  is 
satisfactory  shall  be  made  by  the  Civil  Service  Department  administratively  and  shall  not 
be  subject  to  challenge  at  any  stage  of  the  proceedings. 

Section  21.06.  HOLDING  OF  ELECTIONS 

The  Civil  Service  Department  shall  designate  an  Election  Agent  to 
conduct  an  election  pursuant  to  the  provisions  of  Ordinance  Section  16.204  (a)(2). 

Section  21.07.  PRE-ELECTION  CONFERENCE 

A.  Prior  to  each  election,  the  Civil  Service  Department  and  the  Election 

Agent  shall  arrange  for  at  least  one  pre-election  conference.  The  parties  shall  be  notified 
at  least  five  (5)  calendar  days  in  advance  of  this  conference.  Parties  shall  be  defined  as 
the  City  and  County  of  San  Francisco  as  represented  by  the  Employee  Relations  Division 
or  its  designee  and  representatives  from  the  employee  organization(s)  or  joint  council(s)  of 
employee  organizations  qualified  to  be  included  on  the  ballot.  By  mutual  agreement  of  the 
parties  and  subject  to  the  approval  of  the  Civil  Service  Department  and  the  Election 

Agent,  the  eligible  voters,  the  date(s),  time(s)  and  locations(s)  of  said  election  shall  be 

determined  at  the  conference. 

B.  At  this  time,  and  for  good  cause,  the  parties  shall  have  the 

opportunity,  subject  to  the  approval  of  the  Civil  Service  Department  and  the  Election 

Agent,  to  prescribe  additional  rules  and  procedures  for  conducting  said  election.  These 
additional  rules  and  procedures  shall  be  binding  and  effective  for  said  election  as  if  made  a 
part  of  the  Civil  Service  Department  Election  Rules.  Subsequent  to  the  Pre-Election 
Conference,  the  parties  shall  sign  an  election  agreement  before  any  further  action  may  be 
taken  with  regard  to  said  election. 

Section  21.08.  ELECTIONS 

Employees  entitled  to  vote  in  any  election  shall  be  those  employees 
within  a representation  unit  with  permanent  or  permanent  limited  tenure  status,  as  set 
forth  in  Ordinance  Section  16.211(e),  including  those  employees  who  did  not  work  during 
such  period  because  of  illness,  vacation  or  authorized  leaves  of  absence.  The  employees  so 
entitled  shall  be  those  employees  whose  names  appear  on  the  last  payroll  which  shall  bear 
a date  no  less  than  thirty  (30)  calendar  days  prior  to  the  date  on  which  the  election  is  to  be 
held  or  such  other  date  within  the  discretion  of  the  Civil  Service  Department  as  may  be 
practicable  under  the  circumstances. 
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Section  21.09.  LIST  OF  ELIGIBLE  VOTERS 

For  purposes  of  the  election,  a list  in  duplicate  of  eligible  voters  shall  be 
furnished  to  the  Civil  Service  Department  by  the  Employee  Relations  Division  within 
twenty  (20)  calendar  days  after  a request  therefore  by  the  Civil  Service  Department  has 
been  made.  Appointing  Officers  shall  furnish  the  list  of  eligible  voters  from  their 
respective  departments  to  the  Employee  Relations  Division  no  more  than  ten  (10)  calendar 
days  after  request  therefrom. 

Section  21.10.  ACCURACY  OF  LIST 

Any  employee  organization(s)  or  joint  council(s)  of  employee 
organizations  qualified  to  be  included  on  the  ballot  shall  be  afforded  an  opportunity  to 
examine  said  list  at  the  offices  of  the  Civil  Service  Department,  and  to  file  any  protest  as 
to  any  inaccuracies  in  said  list  at  that  time.  The  Civil  Service  Department  will  endeavor 
to  seek  agreement  upon  a list  of  eligible  voters  by  and  between  the  Employee  Relations 
Division  and  the  organizations  qualified  to  be  included  on  the  ballot.  If  such  agreement  is 
not  reached,  the  Civil  Service  Department  shall  make  the  determination  of  eligible  voters 
and  shall  immediately  notify  the  Election  Agent  of  its  determination.  This  list  shall  then 
become  the  official  list  of  eligible  voters. 

Section  21.11.  BALLOT  CONTENT 

Pursuant  to  Ordinance  Section  16.211(d),  every  ballot  in  an  election  shall 
contain  a choice  of  "no  organization"  in  addition  to  the  names  of  the  employee 
organization(s)  or  joint  council(s)  of  employee  organizations  which  the  Civil  Service 
Department  has  directed  to  be  placed  on  the  ballot.  The  Election  Agent  shall  determine 
by  lot  the  order  in  which  the  names  of  the  employee  organizations  will  appear  on  the 
ballot.  The  ballot  shall  be  in  the  form  adopted  and  prescribed  by  the  Civil  Service 
Department. 

Section  21.12.  AMENDMENT  OF  BALLOT 

A.  Any  employee  organization  or  joint  council(s)  of  employee 
organizations  may  request  that  its  name  be  removed  from  the  ballot  or  as  it  is  to  appear 
on  the  ballot,  be  amended  or  modified.  Such  request  shall  be  filed  with  the  Civil  Service 
Department  in  writing  no  less  than  fourteen  (14)  calendar  days  before  the  date  of  election. 
Upon  such  request  and  after  mutual  agreement  of  the  parties,  the  Civil  Service 
Department  shall  direct  the  Election  Agent  to  change  the  ballot  accordingly. 

B.  Where  a proceeding  involves  a Decertification  Petition,  the  certified 
organization  may  not  have  its  name  removed  from  the  ballot  unless  it  gives  notice  in 
writing  no  less  than  twenty  (20)  calendar  days  before  the  date  scheduled  for  the  election. 
Such  notice  shall  constitute  a disclaimer  of  interest  on  the  part  of  the  certified 
representative  to  represent  the  employees  of  the  unit  in  question.  Upon  such  request  and 
after  mutual  agreement  by  the  parties,  the  Civil  Service  Department  shall  direct  the 
Election  Agent  to  change  the  ballot  accordingly. 


21.3 


(Issued  1-3-94) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


Section  21.13.  MAIL  BALLOT 

The  Civil  Service  Department  may  order  an  election,  in  whole  or  in  part, 
by  mail  ballot,  as  the  Civil  Service  Department,  in  its  discretion,  may  deem  to  be 
desirable.  If  an  election  by  mail  ballot  is  ordered,  in  whole  or  in  part,  or  if  the  Civil 
Service  Department  determines  that  absentee  ballots  shall  be  used,  the  Civil  Service 
Department  will  establish  rules  and  procedures  as  prescribed  by  the  Election  Agent  at  the 
pre-election  conference. 

Section  21.14.  ELECTION  NOTICE 

Upon  determining  that  an  election  is  to  be  held  pursuant  to  Ordinance 
Section  16.211(c),  the  Civil  Service  Department  will  cause  to  be  prepared  a Notice  of 
Election  specifying  the  date  and  place,  or  places  thereof;  the  hours  during  which  the  polls 
will  be  open;  the  unit  in  which  the  election  is  to  be  conducted;  rules  concerning  eligibility 
to  vote;  a sample  ballot;  and  such  additional  information  and  instructions  as  the  Civil 
Sendee  Department  may  determine  to  be  appropriate.  Copies  of  the  Notice  of  Election 
will  be  sent  to  all  employee  organizations  appearing  on  the  ballot,  to  the  Election  Agent, 
and  to  the  Employee  Relations  Division. 

Section  21.15.  POSTING  OF  ELECTION  NOTICES 

Appointing  officers  and/or  their  designee  shall,  at  the  direction  of  the 
Civil  Service  Department,  post  the  Notice  of  Election  at  work  locations  where  notices  are 
normally  posted  for  the  benefit  of  employees  in  the  unit.  Such  notices  shall  be  posted  at 
least  five  (5)  calendar  days,  excluding  Saturdays,  Sundays  or  Holidays,  prior  to  the 
election,  and  a Declaration  of  Posting  shall  be  filed  on  the  prescribed  form  with  the  Civil 
Service  Department. 

Section  21.16.  ELECTION  OBSERVERS 

Each  employee  organization  or  joint  council(s)  of  employee  organizations 
which  appear  on  the  ballot  may  designate  not  more  than  two  (2)  employees  in  the  involved 
representation  unit  to  act  as  observers  at  each  voting  place.  The  Employee  Relations 
Division  may  also  designate  not  more  than  two  (2)  management  employees  as  Observers  at 
each  voting  place.  Observers  shall  assist  the  Election  Agent  and  observe  that  ballots  are 
properly  cast  and  properly  counted.  Observers  shall  not  be:  a)  supervisors  of  the 
employees  voting,  b)  employees  of  any  employee  organization(s)  or  joint  council  of 
employee  organization(s),  or  c)  persons  not  then  employed  by  the  City  and  County  of  San 
Francisco.  A Certification  of  Conduct  of  Election  shall  be  filed  on  the  prescribed  form 
with  the  Civil  Service  Department  and  the  Election  Agent. 

Section  21.17.  CHALLENGED  BALLOTS 

A.  Any  party,  the  Civil  Service  Department,  or  its  Election  Agent  or 
authorized  observers  may  challenge  the  eligibility  of  a voter  for  good  cause.  Any  ballot  so 
challenged  shall  be  impounded  by  the  Election  Agent.  By  mutual  agreement  at  the  ballot 
counting,  the  parties  may,  with  the  approval  of  the  Civil  Service  Department,  attest  to 
the  validity  of  the  challenged  ballots  and  such  ballots  may  then  be  counted. 
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B.  Unresolved  challenged  ballots  shall  remain  impounded  by  the  Election 
Agent.  It  shall  be  the  responsibility  of  the  challenging  party  to  set  forth,  in  writing, 
reasons  for  such  challenge  within  seven  (7)  calendar  days.  Any  other  party  involved  in  the 
election  shall  have  the  right  to  set  forth,  in  writing,  its  reply  thereto  within  seven  (7) 
calendar  days  thereafter.  Subsequently,  the  Civil  Service  Department  shall  determine  the 
validity  of  the  challenge  or  challenges  unless  disposed  of  by  mutual  agreement  of  the 
parties  with  the  approval  of  the  Civil  Service  Department.  Such  disposition  shall  be  made 
with  or  without  a hearing  or  investigation  as  the  Civil  Service  Department  deems 
appropriate.  The  Civil  Service  Department  shall  determine  whether  such  challenged 
ballots  are  of  sufficient  number  to  affect  the  results  of  the  election. 

Section  21.18.  CUSTODY  AND  CONTROL  OF  CHALLENGED  BALLOTS 

Ballots  which  are  the  subject  of  dispute  as  the  result  of  challenges  will 
remain  in  the  custody  and  control  of  the  Election  Agent  until  such  objections  have  been 
either  determined  or  resolved. 

Section  21.19.  REPORT  OF  ELECTION  RESULTS 

The  Election  Agent  shall  furnish  to  the  Civil  Service  Department  and  to 
the  parties  an  unofficial  tally  immediately  following  the  election.  Election  materials 
concerning  the  election,  including  ballots  shall  be  preserved  by  the  Election  Agent  for 
ninety  (90)  calendar  days  following  the  date  of  that  election  or  for  such  longer  period  as 
may  be  deemed  necessary  in  the  discretion  of  the  Civil  Service  Department. 

Section  21.20.  FILING  OF  OBJECTIONS 

Within  seven  (7)  calendar  days  after  the  date  of  the  election,  any 
interested  party  may  file  with  the  Civil  Service  Department  an  original  and  four  (4)  copies 
of  objections  to  the  election.  Such  objections  shall  contain  a short  statement  of  the 
reasons  therefor,  and  the  Civil  Service  Department  shall  conduct  an  investigation  to 
determine  whether  such  objections  have  sufficient  merit  to  warrant  a hearing  before  an 
administrative  law  judge. 

Section  21.21.  RECOGNITION 

A.  If  no  objections  are  filed  within  the  time  limits  set  forth  above,  or  if 
the  challenged  ballots  are  insufficient  in  number  to  affect  the  results  of  the  election,  or  if 
no  run-off  election  is  to  be  held,  the  Civil  Service  Department  shall  forthwith  declare  the 
official  results  of  the  election  and  notify  the  affected  employee  organizations  or  joint 
council(s)  of  employee  organizations  and  the  Employee  Relations  Division  of  the  results 
and,  where  appropriate  issue  a certificate  of  recognition  pursuant  to  Ordinance  Section 
16.204(a)(1).  The  Employee  Relations  Division  shall  notify  the  appropriate  Appointing 
Officers)  of  the  official  election  results. 

B.  It  shall  be  the  responsibility  of  the  recognized  employee  organization 
or  the  recognized  employee  joint  council  to  notify  the  Civil  Service  Department  whenever 
such  organization  or  council  ceases  to  represent  the  employees  of  the  City  and  County. 
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Section  21.22.  INVESTIGATIONS 

The  Civil  Service  Department  may  conduct  investigations  in  connection 
with  elections  or  any  matters  arising  therefrom  pursuant  to  the  provisions  of  Ordinance 
Section  16.204(a)(6). 

Section  21.23.  UNIT  DESIGNATIONS 

New  classifications,  reclassifications  and  requests  for  unit  transfer  of 
classes  shall  be  referred  to  the  Employee  Relations  Director  for  proper  unit  designation. 

PART  II.  Unfair  Labor  Practice  Charges 

Section  21.24.  DEFINITIONS 

A.  Unfair  practice:  A violation  of  Ordinance  Section  16.213. 

B.  Charge:  A written  averment  of  a violation  of  Ordinance 

Section  16.213. 

C.  Answer:  A written  denial  or  an  acknowledgment  that  a 

violation  of  Ordinance  Section  16.213  has  occurred. 

D.  Charging  Party:  The  person,  organization  or  other  entity  lodging  the 

charge  with  the  Civil  Service  Department. 

E.  Charged  Party:  The  person,  organization  or  entity  averred  by  the 

charging  party  to  have  violated  Ordinance  Section 
16.213. 

F.  Service:  Actual  delivery  of  any  paper  to  the  party  upon  whom 

service  is  required  by  this  rule. 

Section  21.25.  TIME  REQUIREMENT 

Charges  shall  be  filed  with  the  Civil  Service  Department  within  ninety 
(90)  days  after  the  occurrence  of  the  alleged  unfair  labor  practice  or  discovery  thereof. 

Section  21.26.  CONTENTS  OF  CHARGE 

A charge  that  a violation  of  Ordinance  Section  16.213  has  occurred  shall 
be  filed  in  writing  on  the  form  prescribed  by  Civil  Service  Department.  Such  charge  shall: 

A.  be  signed  by  the  person  averring  a violation  of  Ordinance  Section 
16.213; 

B.  contain  a declaration  by  the  person  filing  such  charge,  under  penalty 
of  perjury,  pursuant  to  Section  446  of  the  California  Code  of  Civil 
Procedures  or  otherwise  be  under  oath; 
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C.  contain  a plain,  concise  statement  descriptive  of  the  violation 
asserted,  including,  if  possible,  the  names  and  addresses,  the  time  and 
place  of  occurrence  of  the  particular  acts,  telephone  numbers  of  the 
persons  or  organizations  asserted  to  be  in  violation,  and  the 
subdivision  or  subdivisions  of  Ordinance  Section  16.213  asserted  to  be 
violated;  and 

D.  contain  the  full  name,  affiliation,  address  and  telephone  number  of 
the  charging  party,  and  the  title  of  any  representative  identified  as  or 
with  the  charging  party. 

Section  21.27.  FILING  OF  CHARGE 

Six  (6)  copies  of  a charge  shall  be  filed  with  the  Assistant  Secretary  of 
the  Civil  Service  Commission. 

Section  21.28.  INVESTIGATION  OF  CHARGES 

The  Civil  Service  Department  shall  investigate  each  charge  and  will 
make  a written  report  within  thirty  (30)  calendar  days,  excluding  Saturdays,  Sundays  and 
Holidays,  from  receipt  of  the  charges.  The  Civil  Service  Department  shall  endeavor  to 
resolve  the  charge  through  mediation  prior  to  a formal  hearing. 

Section  21.29.  CIVIL  SERVICE  DEPARTMENT  ACTION 

After  investigation  of  the  charges,  the  Civil  Service  Department  may: 

A.  dismiss  the  charge  in  whole  or  in  part; 

B.  direct  a further  investigation; 

C.  direct  that  a notice  of  hearing  be  issued  and  served  upon  the 
respondent  or  respondents  and  all  other  parties  involved; 

D.  take  such  other  action  as  it  deems  appropriate. 

Section  21.30.  WAIVER  OF  TIME  REQUIREMENTS 

The  Civil  Service  Department  may  act  to  modify  or  waive  any  of  the 
specific  time  requirements  set  forth  in  this  Rule  for  Unfair  Labor  Practice  Charges  upon 
showing  of  good  cause.  The  time  limits  contained  in  Rule  Section  21.28  may  also  be 
waived  by  the  Civil  Service  Department  when,  because  of  unusual  circumstances,  it 
becomes  impracticable  for  the  Civil  Service  Department  to  comply  with  same.  After  the 
adoption  of  this  rule  by  the  Commission,  Unfair  Labor  Practice  Charges  shall  comply 
within  the  time  limitation  as  set  forth  in  Rule  Section  21.25. 


21.7 


(Issued  1-3-94) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


PART  III.  Procedures  for  the  Utilization 
of  Administrative  Law  Judges 

Section  21.31.  COMPLAINT 

All  actions  which  may  or  must  be  heard  by  an  administrative  law  judge 
shall  be  initiated  by  the  filing  of  a complaint.  Said  complaint  shall  be  filed  with  the 
Assistant  Secretary  of  the  Civil  Service  Commission  and  shall  contain  a statement  of 
charges  which  shall  set  forth  in  ordinary  and  concise  language  the  acts  or  omissions  with 
which  the  respondent  is  charged,  to  the  end  that  the  respondent  will  be  able  to  prepare  a 
defense.  The  complaint  shall  specify  the  statutes,  ordinances  or  rules  which  the 
respondent  is  alleged  to  have  violated  but  shall  not  consist  merely  of  charges  phrased  in 
the  language  of  such  statutes,  ordinances  or  rules.  The  complaint  shall  be  verified  and 
said  verification  may  be  on  information  and  belief. 

Section  21.32.  SERVICE  OF  COMPLAINT 

If  the  complaint  raises  issues  which  must  be  referred  to  an  administrative 
law  judge,  the  Civil  Service  Department  shall,  within  ten  (10)  working  days  of  receipt 
thereof,  serve  a copy  of  the  complaint  on  the  named  respondent(s)  and  on  the  Employee 
Relations  Director.  Said  service  shall  be  accomplished  by  the  respondent(s)  being 
personally  served  with  a copy  of  the  complaint  or  a copy  being  sent  to  the  respondent(s)  by 
registered  mail  to  the  address  the  respondent  has  on  file  with  the  Civil  Service 
Department  as  his  or  her  place  of  residence. 

Section  21.33.  NOTICE  OF  HEARING  AND  ANSWER  TO  COMPLAINT 

Accompanying  the  complaint  so  served  shall  be  a notice  from  the  Civil 
Service  Department  to  the  effect  that  a hearing  will  be  held  on  the  complaint  and  that  the 
respondent(s)  will  be  notified  of  said  date  when  fixed. 

Such  notice  of  the  time  and  place  of  hearing  shall  be  personally  delivered 
or  mailed  to  the  parties  at  least  ten  (10)  days  prior  to  the  hearing.  The  respondent (s)  shall 
also  be  informed  that  they  may,  within  fifteen  (15)  days  of  receiving  the  complaint,  file  an 
answer  thereto  with  the  Civil  Service  Department  admitting  or  denying  the  complaint  in 
whole  or  in  part.  The  hearing  shall  not  be  scheduled  prior  to  the  expiration  of  the  time 
within  which  the  respondent  is  entitled  to  file  an  answer.  Failure  on  the  part  of  the 
respondent(s)  to  file  an  answer  to  the  complaint  within  the  aforementioned  time  limitation 
shall  be  deemed  an  admission  of  the  truth  of  the  facts  contained  herein  and  the  hearing 
shall  proceed  on  that  basis. 

Section  21.34.  AMENDMENT  TO  COMPLAINT 

A.  A complaint  may  be  amended  once  by  the  complainant  at  any  time 
before  an  answer  is  filed  with  the  Civil  Service  Department  by  filing  same  with  the  Civil 
Service  Department.  The  Civil  Service  Department  shall,  in  compliance  with  Section 
21.32  of  these  rules,  serve  a copy  of  the  amended  complaint  on  the  respondents. 
Accompanying  the  service  of  the  amended  complaint  on  the  respondent  shall  be 
information  to  the  effect  that  the  respondent  shall  have  ten  (10)  days  in  which  to  admit  or 
deny  the  allegations  contained  in  the  amended  complaint. 
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B.  The  administrative  law  judge  may,  in  the  furtherance  of  justice  and 
on  such  terms  as  may  be  proper,  allow  a party  to  amend  any  pleading  after  notice  to  the 
adverse  party,  and  may  also  on  such  terms  as  may  be  proper,  allow  an  answer  to  be  made 
after  the  time  limitation  contained  in  these  procedures. 

Section  21.35.  DISCOVERY 

A.  After  initiation  of  a proceeding  in  which  a respondent  or  other  party 
is  entitled  to  a hearing  on  the  merits,  a party,  upon  written  request  made  to  another  party, 
prior  to  the  hearing  and  within  thirty  (30)  days  after  service  by  the  Civil  Service 
Department  of  the  initial  pleading,  or  within  fifteen  (15)  days  after  such  service  of  an 
additional  pleading,  is  entitled  to: 

1.  obtain  the  names  and  addresses  of  witnesses  to  the  extent  known 
to  the  other  party,  including,  but  not  limited  to  those  intended  to 
be  called  to  testify  at  the  hearing,  and 

2.  inspect  and  make  a copy  of  any  of  the  following  in  the  possession 
or  custody  or  under  the  control  of  the  other  party: 

a.  A statement  of  a person,  other  than  the  respondent  named  in 
the  initial  pleading,  or  in  any  additional  pleading,  when  it  is 
claimed  that  the  act  or  omission  of  the  respondent  as  to  such 
person  is  the  basis  for  the  proceeeding; 

b.  A statement  pertaining  to  the  subject  matter  of  the  proceeding 
made  by  any  party  to  another  party  or  person; 

c.  Statements  of  witnesses  then  proposed  to  be  called  by  the 
party  and  of  other  persons  having  personal  knowledge  of  the 
acts,  omissions  or  events  which  are  the  basis  for  the 
proceeding,  not  included  in  a or  b above; 

d.  All  writings,  including  but  not  limited  to  reports  of  mental, 
physical  and  blood  examinations  and  things  which  the  party 
then  proposes  to  offer  in  evidence; 

e.  Any  other  writing  or  thing  which  is  relevant  and  which  would 
be  admissible  in  evidence; 

f.  Investigative  reports  made  by  or  on  behalf  of  the  Civil  Service 
Department  or  other  party  pertaining  to  the  subject  matter  of 
the  proceeding,  to  the  extent  that  such  reports: 

i)  contain  the  names  and  addresses  of  witnesses  or  of  persons 
having  personal  knowledge  of  the  acts,  omissions  or  events 
which  are  the  basis  for  the  proceeding;  or 


21.9 


(Issued  1-3-94) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


ii)  reflect  matters  perceived  by  the  investigator  in  the  course 
of  the  investigation;  or 

iii)  contain  or  include  by  attachment  any  statement  or  writing 
described  in  (a)  to  (e)  inclusive,  or  summary  thereof. 

B.  For  the  purpose  of  this  rule,  '’statement"  includes  written  statements 
by  the  person,  signed  or  otherwise  authenticated  by  the  person,  stenographic,  mechanical, 
electrical  or  other  recordings,  or  transcripts  thereof,  of  oral  statements  by  the  person,  and 
written  reports  or  summaries  of  such  oral  statements. 

C.  Nothing  in  this  rule  shall  authorize  the  inspection  or  copying  of  any 
writing  or  thing  which  is  privileged  from  disclosure  by  law  or  otherwise  made  confidential 
or  protected  as  the  attorney's  work  product. 

Section  21.36.  DISCOVERY,  JUDICIAL  REMEDY 

A.  Any  party  claiming  their  request  for  discovery  pursuant  to  Rule  21.35 
has  not  been  complied  with  may  serve  and  file  a verified  petition  to  compel  discovery  in 
the  Superior  Court  for  the  county  in  which  the  administrative  hearing  will  be  held,  naming 
as  respondent  the  party  refusing  or  failing  to  comply  with  Rule  21.35.  The  petition  shall 
state  facts  showing  the  respondent  party  failed  or  refused  to  comply  with  Rule  21.35,  a 
description  of  the  matters  sought  to  be  discovered,  the  reason  or  reasons  why  such  matter 
is  discoverable  under  this  provision,  and  the  ground  or  grounds  of  respondent's  refusal  so 
far  as  known  to  petitioner. 

B.  The  petition  shall  be  served  upon  the  respondent  party  and  filed 
within  fifteen  (15)  days  after  the  respondent  party  first  evidenced  their  failure  or  refusal 
to  comply  with  Rule  21.35  or  within  thirty  (30)  days  after  request  was  made  and  the  party 
has  failed  to  reply  to  the  request,  whichever  period  is  longer.  If  from  a reading  of  the 
petition,  the  court  is  satisfied  that  the  petition  sets  forth  good  cause  for  relief,  the  court 
shall  issue  an  order  to  show  cause  directed  to  the  respondent  party;  otherwise  the  court 
shall  enter  an  order  denying  the  petition.  The  order  to  show  cause  shall  be  served  upon  the 
respondent  and  their  attorney  of  record  in  the  administrative  proceeding  by  personal 
delivery  or  registered  mail  and  shall  be  returnable  no  earlier  than  ten  (10)  days  from  its 
issuance  nor  later  than  thirty  (30)  days  after  the  filing  of  the  petition.  The  respondent 
party  shall  have  the  right  to  serve  and  file  a written  answer  or  other  response  to  the 
petition  and  order  to  show  cause. 

C.  The  administrative  proceeding  shall  be  stayed  during  the  pendency  of 
the  proceedings  before  the  Superior  Court  only  if  the  court  issues  an  order  to  show  cause. 

D.  Where  the  matter  sought  to  be  discovered  is  under  the  custody  or 
control  of  the  respondent  party  and  the  respondent  party  asserts  that  such  matter  is  not  a 
discoverable  matter  under  the  provisions  of  Rule  21.35  or  is  privileged  against  disclosure 
under  such  provisions,  the  court  may  order  lodged  with  it  such  matters  as  are  provided  in 
subdivision  (b)  of  Section  915  of  the  Evidence  Code  and  examine  such  matters  in 
accordance  with  the  provisions  thereof. 
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E.  The  court  shall  decide  the  case  on  the  matters  examined  by  the  court 
in  camera,  the  papers  filed  by  the  parties,  and  such  oral  argument  and  additional  evidence 
as  the  court  may  allow. 

F.  Unless  otherwise  stipulated  by  the  parties,  the  court  shall  not  later 
than  thirty  (30)  days  after  the  filing  of  the  petition  file  its  order  denying  or  granting  the 
petition,  provided  however,  the  court  may  on  its  own  motion  for  good  cause  extend  such 
time  an  additional  thirty  (30)  days.  The  order  of  the  court  shall  be  in  writing  setting  forth 
the  matters  or  parts  thereof  the  petitioner  is  entitled  to  discover  under  Rule  21.35.  A 
copy  of  the  order  shall  forthwith  be  served  by  mail  by  the  clerk  upon  the  parties.  Where 
the  order  grants  the  petition  in  whole  or  in  part,  such  order  shall  not  become  effective 
until  ten  (10)  days  after  the  date  the  order  is  served  by  the  clerk.  Where  the  order  denies 
relief  to  the  petitioning  party,  the  order  shall  be  effective  on  the  date  it  is  served  by  the 
clerk. 


G.  The  order  of  the  Superior  Court  shall  be  final  and  not  subject  to 
review  by  appeal.  A party  aggrieved  by  such  order,  or  any  part  thereof,  may  within 
fifteen  (15)  days  after  the  service  of  the  Superior  Court's  order  serve  and  file  in  the 
appropriate  court  of  appeal  a petition  for  a writ  of  mandamus  to  compel  the  Superior 
Court  to  set  aside  or  otherwise  modify  its  order.  Where  such  review  is  sought  from  an 
order  granting  discovery,  the  order  of  the  trial  court  and  the  administrative  proceeding 
shall  be  stayed  upon  the  filing  of  the  petition  for  writ  of  mandamus,  provided,  however, 
the  court  of  appeal  may  dissolve  or  modify  the  stay  thereafter  if  it  is  in  the  public  interest 
to  do  so.  Where  such  review  is  sought  from  a denial  of  discovery,  neither  the  trial  court's 
order  nor  the  administrative  proceeding  shall  be  stayed  by  the  court  of  appeal  except  upon 
a clear  showing  of  probable  error. 

H.  Where  the  Superior  Court  finds  that  a party  or  their  attorney,  without 
substantial  justification,  failed  or  refused  to  comply  with  Rule  21.35  or,  without 
substantial  justification,  filed  a petition  to  compel  discovery  pursuant  to  this  section,  or, 
without  substantial  justification,  failed  to  comply  with  any  order  of  court  made  pursuant 
to  this  rule,  the  court  may  award  court  costs  and  reasonable  attorney  fees  to  the  opposing 
party.  Nothing  in  this  subdivision  shall  limit  the  power  of  the  Superior  Court  to  compel 
obedience  to  its  orders  by  contempt  proceedings. 

Section  21.37.  ADMINISTRATIVE  LAW  JUDGE,  REPORTER 

A.  Every  hearing  in  a contested  case  shall  be  presided  over  by  an 
administrative  law  judge.  The  administrative  law  judge  shall  preside  at  the  hearing,  rule 
on  the  admission  and  exclusion  of  evidence,  and  matters  of  law. 

B.  The  administrative  law  judge  shall  voluntarily  disqualify  herself  or 
himself  and  shall  withdraw  from  any  case  in  which  the  administrative  law  judge  cannot 
afford  a fair  and  impartial  hearing  or  consideration.  Any  party  may  request  the 
disqualification  of  any  administrative  law  judge  by  filing  an  affidavit,  prior  to  the  taking 
of  evidence  at  a hearing,  stating  with  particularity  the  grounds  upon  which  it  is  claimed 
that  a fair  and  impartial  hearing  cannot  be  afforded.  The  issue  of  disqualification  shall  be 
determined  by  the  administrative  law  judge. 
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C.  The  proceeding's  at  the  hearing  shall  be  reported  by  either  a court  A 
reporter  or  by  electric  recording  device.  ' * 

Section  21.38.  EVIDENCE  RULES 

A.  Oral  evidence  shall  be  taken  only  on  oath  or  affirmation. 

B.  Each  party  shall  have  these  rights:  to  call  and  examine  witnesses;  to 
introduce  exhibits;  to  cross-examine  opposing  witnesses  on  any  matter  relevant  to  the 
issues  even  though  that  matter  was  not  covered  in  the  direct  examination;  to  impeach  any 
witness  regardless  of  which  party  first  called  the  witness  to  testify;  and  to  rebut  the 
evidence  against  her  or  him.  If  the  respondents  do  not  testify  in  their  own  behalf,  they 
may  be  called  and  examined  as  if  under  cross-examination. 

C.  The  hearing  need  not  be  conducted  according  to  technical  rules 
relating  to  evidence  and  witnesses.  Any  relevant  evidence  shall  be  admitted  if  it  is  the 
sort  of  evidence  on  which  responsible  persons  are  accustomed  to  rely  in  the  conduct  of 
serious  affairs,  regardless  of  the  existence  of  any  common  law  or  statutory  rule  which 
might  make  improper  the  admission  of  such  evidence  over  objection  in  civil  actions. 
Hearsay  evidence  may  be  used  for  the  purpose  of  supplementing  or  explaining  other 
evidence  but  shall  not  be  sufficient  in  itself  to  support  a finding  unless  it  would  be 
admissible  over  objection  in  civil  actions.  The  rules  of  privilege  shall  be  effective  to  the 
extent  that  they  are  otherwise  required  by  statute  to  be  recognized  at  the  hearing,  and 
irrelevant  and  unduly  repetitious  evidence  shall  be  excluded. 

D.  The  hearing  shall  be  conducted  in  the  English  language.  The  Jj 
proponent  of  any  testimony  to  be  offered  by  a witness  who  does  not  proficiently  speak  the 
English  language  shall  provide  an  interpreter,  approved  by  the  administrative  law  judge 
conducting  the  proceeding  as  proficient  in  the  English  language  and  the  language  in  which 
the  witness  will  testify,  to  serve  as  interpreter  during  the  hearing.  The  cost  of  the 
interpreter  shall  be  paid  by  the  party  providing  the  interpreter. 

Section  21.39.  EVIDENCE  BY  AFFIDAVIT 

A.  At  any  time  ten  (10)  or  more  days  prior  to  a hearing  or  a continued 
hearing,  any  party  may  mail  or  deliver  to  the  opposing  party  a copy  of  any  affidavit  which 
that  party  proposes  to  introduce  in  evidence,  together  with  a notice  as  provided  in  Rule 
21.39,  subsection  B.  Unless  the  opposing  party,  within  seven  (7)  days  after  such  mailing  or 
delivery,  mails  or  delivers  to  the  proponent  a request  to  cross-examine  an  affiant,  the 
right  to  cross-examine  such  affiant  is  waived  and  the  affidavit,  if  introduced  in  evidence, 
shall  be  given  the  same  effect  as  if  the  affiant  had  testified  orally.  If  an  opportunity  to 
cross-examine  an  affiant  is  not  afforded  after  request  therefor  is  made  as  herein  provided, 
the  affidavit  may  be  introduced  in  evidence,  but  shall  be  given  only  the  same  effect  as 
other  hearsay  evidence. 


« 
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B.  The  notice  referred  to  in  subsection  A above  shall  be  substantially  in 
the  following  form: 

The  accompanying  affidavit  of  (here  insert  name  of  affiant)  will  be 
introduced  as  evidence  at  the  hearing  in  (here  insert  title  of 
proceeding).  (Here  insert  name  of  affiant)  will  not  be  called  to 
testify  orally  and  you  will  not  be  entitled  to  question  her  or  him 
unless  you  notify  (here  insert  name  of  the  proponent  or  attorney)  at 
(here  insert  address)  that  you  wish  to  cross-examine  her  or  him. 

To  be  effective,  your  request  must  be  mailed  or  delivered  to  (here 
insert  name  of  proponent  or  attorney)  on  or  before  (here  insert  a date 
seven  (7)  days  after  the  date  of  mailing  or  delivering  the  affidavit  to 
the  opposing  party). 

Section  21.40.  OFFICIAL  NOTICE 

In  reaching  a decision  official  notice  may  be  taken,  either  before  or  after 
submission  of  the  case  for  decision  of  any  fact  which  may  be  judicially  noticed  by  the 
courts  of  this  State.  Parties  present  at  the  hearing  shall  be  informed  of  the  matters  to  be 
noticed,  and  those  matters  shall  be  noted  in  the  record,  referred  to  therein,  or  appended 
thereto.  Any  such  party  shall  be  given  a reasonable  opportunity  on  request  to  refute  the 
officially  noticed  matters  by  evidence  or  by  written  or  oral  presentation  of  authority,  the 
manner  of  such  refutation  to  be  determined  by  the  administrative  law  judge. 

Section  21.41.  DECISION  OF  ADMINISTRATIVE  LAW  JUDGE 

After  the  matter  is  submitted,  the  administrative  law  judge  shall  prepare 
a written  decision  in  the  case  which  shall  be  immediately  binding  upon  all  the  parties  to 
the  hearing.  A copy  of  said  decision  shall  be  furnished  to  each  party  and  to  the  Employee 
Relations  Director. 

Section  21.42  CONTINUANCE 

The  administrative  law  judge  may  grant  continuances.  When  an 
administrative  law  judge  of  the  Office  of  Administrative  Hearings  has  been  assigned  to 
such  hearing,  no  continuance  may  be  granted  except  by  the  administrative  law  judge  or  by 
the  administrative  law  judge  in  charge  of  the  San  Francisco  Office  of  Administrative 
Hearings  for  good  cause  shown. 

Section  21.43  MATTERS  WHICH  MAY  BE  SUBMITTED  TO  AN  ADMINISTRATIVE 
LAW  JUDGE 

A.  If  the  complaint  raises  issues  which  may  be  submitted  to  an 
administrative  law  judge,  the  Civil  Service  Department  shall,  within  thirty  (30)  calendar 
days,  excluding  Saturdays,  Sundays  and  Holidays  from  receipt  thereof,  conduct  an 
investigation  into  the  facts  surrounding  the  allegations  and  based  thereon  make  a 
determination  as  to  whether  or  not  the  complaint  has  sufficient  merit  to  warrant  a hearing 
before  an  administrative  law  judge. 
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B.  If  the  Civil  Service  Department  determines  that  the  facts  stated  in 
the  complaint  give  rise  to  a valid  dispute  between  the  parties,  the  matter  shall  be  referred  £ 
to  an  administrative  law  judge  and  the  provisions  of  this  article  shall  be  applicable.  If  the  « 
Civil  Service  Department  determines  that  the  complaint  does  not  state  facts  which 
warrant  a hearing  by  the  administrative  law  judge,  it  shall  dismiss  said  complaint  and 
immediately  notify  the  complainant  of  such  action. 

Section  21.44.  SUBPOENAS 

A.  Before  the  hearing  has  commenced,  the  administrative  law  judge  shall 
issue  subpoenas  and  subpoenas  duces  tecum  at  the  request  of  any  party  for  attendance  or 
production  of  documents  at  the  hearing.  Compliance  with  the  provisions  of  Section  1985 
of  the  Code  of  Civil  Procedure  shall  be  a condition  precedent  to  the  issuance  of  a 
subpoena  duces  tecum.  After  the  hearing  has  commenced,  the  administrative  law  judge 
may  issue  subpoenas  and  subpoenas  duces  tecum. 

B.  The  process  issued  pursuant  to  Rule  21.44,  subsection  A,  shall  be 
extended  to  all  parts  of  the  State  and  shall  be  served  in  accordance  with  the  provisions  of 
Sections  1987  and  1988  of  the  Code  of  Civil  Procedure.  No  witnesses  shall  be  obliged  to 
attend  at  a place  out  of  the  county  in  which  they  reside  unless  the  distance  be  less  than 
150  miles  from  the  place  of  residence  except  that  the  administrative  law  judge,  upon 
affidavit  of  any  party  showing  that  the  testimony  of  such  witness  is  material  and 
necessary,  may  endorse  on  the  subpoena  an  order  requiring  the  attendance  of  such 
witnesses. 

C.  All  witnesses  appearing  pursuant  to  subpoena,  other  than  the  parties  . | 
or  officers  or  employees  of  the  State  or  any  political  subdivision  thereof,  shall  receive 
fees,  and  all  witnesses  appearing  pursuant  to  subpoena,  except  the  parties,  shall  receive  ” 
mileage  in  the  same  amount  and  under  the  same  circumstances  as  prescribed  by  law  for 
witnesses  in  civil  actions  in  a Superior  Court.  Witnesses  appearing  pursuant  to  subpoena, 
except  the  parties,  who  attend  hearings  at  points  so  far  removed  from  their  residence  as 

to  prohibit  return  thereto  from  day  to  day  shall  be  entitled  in  addition  to  fees  and  mileage 
to  a per  diem  compensation  of  twenty-five  dollars  ($25)  for  expenses  of  subsistence  for 
each  day  of  actual  attendance  and  for  each  day  necessarily  occupied  in  traveling  to  and 
from  the  hearing.  Fees,  mileage  and  expenses  of  subsistence  shall  be  paid  by  the  party  at 
whose  request  the  witness  is  subpoened. 

Section  21.45.  CONTEMPT 

If  any  person  in  proceedings  before  an  administrative  law  judge  disobeys 
or  resists  any  lawful  order  or  refuses  to  respond  to  a subpoena,  or  refuses  to  take  the  oath 
or  affirmation  as  a witness  or  thereafter  refuses  to  be  examined,  or  is  guilty  of 
misconduct  during  a hearing  or  so  near  the  place  thereof  as  to  obstruct  the  proceeding,  the 
administrative  law  judge  shall  certify  the  facts  to  the  Superior  Court  in  and  for  the  City 
and  County  of  San  Francisco.  The  court  shall  thereupon  issue  an  order  directing  the 
person  to  appear  before  the  court  and  to  show  cause  why  he  or  she  should  not  be  punished 
as  for  contempt.  The  order  and  a copy  of  the  certified  statement  shall  be  served  on  the 
person.  Thereafter  the  court  shall  have  jurisdiction  of  the  matter.  The  same  proceedings 
shall  bo  had,  the  same  penalties  may  be  imposed  and  the  persons  charged  may  purge 
themselves  of  the  contempt  in  the  same  ways,  as  in  the  case  of  persons  who  have 
committed  a contempt  in  the  trial  of  a civil  action  before  a Superior  Court.  M 
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Section  21.46.  POWER  TO  ADMINISTER  OATHS 

In  any  proceedings  under  these  rules  the  hearing  reporter  or  the 
administrative  law  judge  shall  have  the  power  to  administer  oaths  and  affirmations. 
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B.  Layoff  shall  be  treated  separately  under  each  appointing  officer 
except  that  permanent  and  probationary  employees  in  classes  determined  by  the 
Commission  and  listed  in  the  Appendix  of  this  rule,  may  displace  other  permanent  or 
probationary  employees  in  the  same  class  with  less  seniority  in  any  department  and  except 
as  otherwise  provided  below: 

1.  An  appointee  with  five  (5)  or  more  years  of  seniority  in  a class, 
immediately  prior  to  layoff  in  that  class,  shall  have  the  right  to 
displace  an  appointee  with  less  than  five  (5)  years  of  seniority  in 
that  class  in  any  department.  In  that  event,  layoff  shall  be  by 
inverse  order  of  seniority  in  the  class  in  the  City  and  County 
service.  The  appointee  shall  then  be  subject  to  serving  a new 
probationary  period. 

2.  As  provided  in  Section  32.10(A),  a permanent  appointee,  regardless 
of  length  of  service,  may  displace  any  temporary  appointee, 
including  part-time  exempt,  in  the  same  class  in  any  department. 

C.  Reinstatement  From  Entrance  Appointment 

An  employee  laid  off  from  an  entrance  appointment  shall  be  either: 

1.  Restored  to  a position  in  a class  and  department  which  the 
employee  held  on  a permanent  basis  immediately  prior  to 
appointment  in  the  class  from  which  laid  off.  If  necessary,  layoffs 
in  the  classes  affected  shall  follow; 

2.  or,  as  directed  by  the  Human  Resources  Director,  appointed  in 
rank  order  of  seniority  to  a position  not  filled  by  a permanent 
employee  in  any  other  city  department  in  the  class  held  on  a 
permanent  basis  immediately  prior  to  appointment  in  the  class 
from  which  laid  off. 

3.  or,  if  options  1 and  2 are  exhausted  or  if  the  employee  had  no 
permanent  status  prior  to  appointment  in  the  class  from  which  laid 
off;  the  employee,  subject  to  the  approval  of  the  Commission,  may 
be  appointed  to  a position  in  a class  similarly  related  to  the  class 
from  which  the  layoff  occurred  provided  such  action  shall  not 
adversely  affect  an  incumbent  certified  from  an  eligible  list.  The 
Human  Resources  Director  shall  designate  and  recommend  such 
classes  to  the  Commission. 
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D.  Requirement  for  Probationary  Period 

Reinstatement  to  a position  other  than  the  position  in  the  class  and 
department  in  which  permanently  employed  immediately  prior  to  appointment  in  the  class 
from  which  laid  off  shall  require  the  appointee  to  serve  a new  probationary  period. 

E.  Seniority  Date  Upon  Reinstatement 

1.  Employees  who  are  reinstated  to  a position  held  on  & permanent 
basis  immediately  prior  to  appointment  in  the  class  from  which  laid  off  shall  return  with 
their  original  seniority  date  in  the  class. 

'2.  Employees  who  are  reinstated  to  a position  in  which  they  have  had 
no  prior  permanent  service  shall  have  seniority  calculated  from  the  date  of  certification 
to  the  class  from  which  laid  off. 

Section  32.09.  LAYOFF  - PROMOTIVE  APPOINTEES 

A.  An  employee  laid  off  from  a promotive  appointment  shall  be  either: 

T.  .Restored  to  a position  in  the  class  and  department  from  which 
promoted.  If  necessary,  layoffs  in  the  classes  affected  shall 
follow; 

2.  or,  as  directed  by  the  Human  Resources  Director,  appointed  in 
rank  order  of  seniority  in  the  class  to  a position  not  filled  by  a 
permanent  appointee  in  the  class  from  which  promoted  in  any 
other. city  department; 

3.  or,  if  options  1 and  2 are  exhausted,  the  employee,  subject  to  the 
approval  of  the  Commission,  may  be  appointed  to-a-ppsiti on  in  a 
class  similarly  related  to  the  class  from  which- the  layoff  occurred 
or  to  an  appropriate  lower  rank  class  provided  such  action  shall 
not  adversely  affect,  the  permanent  incumbents.  The  Human 
Resources  Director  shall  designate  and  recommend  such  classes  to 
the  Commission, 

4.  An  employee  who  has  completed  the  probationary  t period  in  a 
promotive  appointment  that  is  two  (2)  or  more  steps  higher  in  an 
occupational  series  than  the  permanent  position  from  . which 
promoted  may  be  returned  to  a position  in  thei-C&y  ain<i  County 
service  in  the  next  lower  ranks.  If  necessary,  layoffs  in  the 
classes  affected  shall  follow. 


